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AMERICAN LEGION, DEPARTMENT OF MICHIGAN 

POST & DSOS TRAINING GUIDE 
INTRODUCTION

ADVANCE \d14
American Legion Department of Michigan veterans’ service program grows stronger each year. In addition to supporting a well staffed professional service department, the Department of Michigan encourages District and Post appointments of Service Officers to assist members with veterans service related issues. Member veterans selected to serve as district and PSOs are dedicated individuals willing to offer cost free services to exceptional people ‑ ‑ American Legion members, veterans and their dependents.

ADVANCE \d14DSOs better perform their duties, and also offer useful advice to Michigan’s This manual will This manual will help district service officers and post service officers better perform their duties, and also offer useful assistance to Michigan Veterans.  The guide describes when and how to apply for various Department of Veterans Affairs (VA) benefits. It also explains ways service officers may assist veterans with other service related issues, i.e., military affairs, employment, legislation, state benefits, etc.

District Service Officers and Post Service Officers can not give advice or their opinions on whether or not a claims has merit, DSOs and PSOs should know where and how to point the veteran or dependent in the right direction for possible benefits and/or assistance.  This guide provides basic guidance for service officers, and links service officers to sources for a full explanation of various benefits available for veterans, their dependents, and survivors.
Due to the complicated nature of filing veterans claims, DSOs and PSOs will not assist with completing claim forms. 
PSOs should simply refer claimants to a county or department service officer for obtaining additional information about benefits and for completing benefit claim forms. This is acceptable. All PSO’s should, however, at least read this American Legion Department of Michigan Service Officers Training Guide and the links so they may know when a veteran should apply for benefits and when referrals are appropriate.

Information in this guide will enhance training of officers and improve services to veterans and their dependents throughout the State of Michigan.
Remember though, the guide is simply a tool; it is not an official government publication of veterans benefit statutes and regulations and it should not be used as such. Although I sincerely believe the information provided is 100% correct, please contact The American Legion Department of Michigan, Director, Veteran Affairs & Rehabilitation, if you believe you have found an error. 
Department policy regarding the duties of PSOs (PSO) within The American Legion, Department of Michigan

Given the complexity and broad range of rules that govern VA benefits, it is critically important for the PSO to work with an accredited Department Service Officer and ensure any paperwork submitted by the veteran is forwarded to the Department Service Officer in a timely manner.

This policy is meant to allow the PSO to remain an invaluable source of information and assistance for those that seek help from The American Legion while ensuring that veterans’ services, provided in the name of The American Legion, and all information is only sought out and received from an individual who holds the proper regulatory accreditation.
Post Commanders should instruct their respective PSO to follow this guidance immediately. The DSO will provide directed training during district meetings, conferences, conventions and PSO Schools of instruction to provide the PSO with the tools, resources, and knowledge needed to perform their duties. The training will allow the PSO to communicate & refer veterans and claimants to the proper civic, community, government and other local entities that may assist them with specific needs.

Any DSO or PSO that feels they need further individual training should contact the Director, VA&R, American Legion Department of Michigan, for more information.
Thank you for your commitment to veteran services. Please do not hesitate to contact The Director, VA&R using the following contact information whenever veterans service problems or questions arise:

Gary Easterling 
Director, Veterans Affairs Rehabilitation 
The American Legion, 
Patrick V. McNamara Federal Building, Room 1231 
477 Michigan Avenue 
Detroit, MI 48226 
cell no. (313) 549‑8557 
office phone number, (313) 964-6641 
FAX (313) 964-5697 
e‑mail geasterling@michiganlegion.org     
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AMERICAN LEGION SERVICE OFFICER
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ADVANCE \d0SUGGESTED DUTIES AND RESPONSIBILITIES
FOR AMERICAN LEGION 

POST AND DSOS
1. Study and learn veterans benefit programs:

A.  Read the VA’s Federal Benefits for Veterans, Dependents, and Survivors.

B.  Read the VETERANS BENEFITS & SERVICES for Michigan Military Veterans.

C.  Attend local Veterans Service Seminars and veterans’ events.

D.  Attend and/or organize American Legion Veterans Service Seminars.

E.  Complete the Richard Morrison Veteran’s Advocacy School. 
F.  Communicate with the Department Service Office and/or the local county veteran’s service office when veterans’ service questions arise.

G.  Read and share with post member’s new information relating to Veterans benefits and services.
ADVANCE \d14II. Inform claimants about filing claims:

A.  Share information about properly filing claims to your post or district members.

B.  Share information about properly filing claims to other veterans in your community.

C.  Visit post and district members when they are hospitalized. Inquire if their information be shared with an accredited service officer to see if they might be entitled to pension or compensation benefits.

D.  Let the County Service Officer know who you are and offer your assistance. 

III. Help develop and promote veterans legislative issues:

A.  Listen to concerns about veteran’s service issues and develop ideas for solutions.

B.  Help posts develop veterans benefit resolutions to present to their district and the department.

C.  Keep posts informed about the importance of "grass roots” legislative issues.

D.  Communicate the Legion's wishes to elected public officials when necessary.

ADVANCE \d18IV. Discuss the importance of membership at every gathering in which you speak.

V.  Assist American Legion VAVS committee at the VA hospitals and veteran’s home’s find volunteers for their programs.

VI. Assist with other post and district service activities, such as, decorating veterans’ graves, and providing financial assistance to needy veterans and their survivors.  
VII. Become familiar with The American Legion, Department of Michigan services and programs to assist veterans and dependents in time of need.

VII.  Become involved in local Veterans Community Action Teams (VCAT)
ADVANCE \d0
ADVANCE \d0DISTRICT SERVICE OFFICER


DSOs coordinate veterans’ service activities within their districts. In doing so, DSOs should pass veterans benefit and service information along to posts. The VA&R Director supplies veterans’ service information by email as a way to distribute that information to their members. The DSO may also want to present service information at district meetings, publish veterans’ service articles in the district newsletters, or both. DSOs should also encourage PSOs to promote active veterans service programs in their posts.
DSOs should also coordinate at least one American Legion, Department of Michigan, Veterans Service Seminar in their district per year. Department Service Officers will visit any post or district upon request to conduct a service seminar. 

DSOs should also attend and encourage their PSOs to attend American Legion PSOs training sessions. These sessions are conducted at Department Mid-Winter Conferences and on the Sunday immediately following the Department Convention.   

You can find more detailed post and district information in the Department of Michigan Directory now available on the department website, http://www.michiganlegion.org/ 

AMERICAN LEGION

DSO and PSO 
CODE OF ETHICS

1. Maintain a reputation for honesty and integrity with claimants, other service officers, and government agencies, including the VA.

2.  Always maintain confidentiality when providing veterans' services. Claimants' claims, claimants' physical or mental conditions, or anything else learned through the service officer/claimant relationship is never for publication and should never be discussed with other than authorized officials.

3.  PSO’s have an obligation to their claimants to keep current with changing veterans' benefit programs and veteran’s service issues.

4.  PSOs should never attempt to answer questions for which they do not know the answers. Veterans’ benefits are too complex to expect service officers to know all the answers all the time. When faced with a difficult question, the service officer should simply inform the inquiring person that he or she will provide an answer following proper research or refer the veteran to a person who would know the answer.

5.  Do not ask a veteran to change his or her Power of Attorney from another organization to the American Legion. When other service organizations hold the Power of Attorney and the veteran has a claim pending, professional courtesy requires us to encourage the claimant to continue with the organization presently holding power of attorney ‑‑ at least until VA completes the processing of the pending claim or appeal.

6.  American Legion PSOs should never imply to a claimant that he or she may perform a better job than another American Legion Service Officer or imply to a claimant that another American Legion Service Officer, or any other service organization representative is incompetent in his or her duties.

ADVANCE \d0
7.  While performing official duties and while attending veterans’ events, American Legion PSOs must remember that they are representatives of the organization and conduct themselves accordingly
8.  At meetings and social functions, all the organization's guests should be treated with respect and dignity regardless as to if their views are contrary to our own.
9.  PSOs must show respect and courtesy to all claimants. A PSO may provide claimants with facts but should never engage in an argument with a claimant.

10.  PSOs must never demand membership or accept money or any other form of gratuity for services. 
11.  PSOs can encourage membership into The American Legion.
ADVANCE \d0
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ANNUAL REPORTS

Page 1.  PSO REPORT 


This form is twofold.  It is your annual report to be submitted to the District Service Office and can also be used as a PSO Report at your monthly Post meetings during the year.

POST INFORMATION:


Just fill in the blanks.  You should prepare this as an easy way to keep your Post informed as to your work between scheduled Post meetings.  Save a copy of each report and you will have all the information you will need to do your annual PSO Report  

CONTACT INFORMATION:

Page 2.  PSO WORKSHEET:  
Try to maintain the PSO WORKSHEET.  This is a log of Veterans you have seen, contacted, visited, phone calls and correspondence.  The worksheet also has what action you took to assist the veterans and their families when they sought your services.  All the entries on the PSO worksheet match up with #4. ACTION TAKEN:  This may sound like a lot of work, but by using this log, this will become an easy and valuable tool for you.

COMMENTS/REMARKS: LIST SERVICES “YOU” PROVIDED AT POSTS AT YOUR DISTRICT:


This is where you list what you did.  Where the “other” meetings outside the Michigan American Legion were with and where they were located, in support of our Legion. List the post visited, training sessions given, or problems addressed. 

ATTACH A COPY OF WORKSHEET:


This worksheet should be submitted at the end of the fiscal year with the ANNUAL PSO REPORT.  
Page 2.  PSO WORKSHEET


HEARDER SECTION, just fill in with your name and address.  The body will contain a list of posts by number and name, with the information form the post annual report filled in. 


If there is a post that does not summit an annual report, enter, “No Report Received”.


Total the columns at the bottom.

PSO BENEFIT LEARNING


This is where recommended training that can be individually viewed and presented for self PSO Training.  The topics are listed power point programs or outlines on the website, www.mivabenefits.org so you can use them as a resource to assist you with the duties of the PSO.
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	THE AMERICAN LEGION, DEPARTMENT OF MICHIGAN                                                                             PSO WORKSHEET                                                                                       

	

	Month/Yr.-
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	District#                         Post#
	
	
	
	
	
	
	
	
	
	
	
	
	
	(Print Name)

	Address:
	Correspondence Out
	Request for Service            (Telephone and In-Person)
	Action Taken

	 
	
	
	

	 
	
	Telephone Calls
	In-Person
	

	Date
	NAME
	Fax/E-Mail
	Written
	Other
	
	OEF/OIF
	Gulf War
	Vietnam
	Korea
	World War II
	Other/Peace Time
	Widow/Other
	Referred to DVSO
	Referred to Other Service Organization
	Referred to County Services
	Referred to Legion HQ
	Referred to: CONGRESSMAN_________________
	Referred to: SOCIAL SERV_________________
	Referred to: _VET CENTER_________________
	VA HEALTHCARE
	VETERANS RELIEF
	HOME VISITS
	DD 214 REQUEST
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	
	
	
	
	
	

	
	
	
	
	
	
	


THE AMERICAN LEGION DEPARTMENT OF MICHIGAN

PSO REPORT

DATE: ____________ DISTRICT #: ____________ POST #: ____________
PREPARED BY:   _________________________     __________________   
            (PLEASE PRINT)

ADDRESS/CITY/ZIP:  _____________________________________________

1. VETERAN OR DEPENDENT SERVICE CONTACTS       _________________

2. CORRESPONDANCE, WRITTEN/FAX/EMAIL           _________________

3. TELEPHONE CALLS IN/OUT


       _________________

4. ACTION TAKEN:    











REFERRED TO DEPARTMENT VSO 


 _________________


REFERRED TO OTHER SERVICE ORGANIZATION 
 _________________


REFERRED TO COUNTY VSO



 _________________


REFERRED TO LEGION HQ



 _________________


REFERRED TO CONGRESSMAN



 _________________


REFERRED TO SOCIAL/COMMUNITY SERVICES
 _________________


REFERRED TO VETERANS CENTER


 _________________


VETERANS HEALTH CARE



 _________________


VETERANS EMERGENCY RELIEF/ASSISTANCE
 _________________


HOME VISITS





 _________________  

    DD-214 REQUESTED




 _________________

5.  DOES THE PSO HAVE ESTABLISHED HOURS?
      YES    NO  
6.  MILES DRIVEN





_________________

THE AMERICAN LEGION DEPARTMENT OF MICHIGAN

PSO REPORT

Page 2

COMMENTS/REMARKS: (Other tasks or “things” the PSO did)

SUBMITTED: ______________________________________________________

                         (NAME)                              (POST)

DSO GUIDE

ANNUAL REPORTS

Page 1.  DSO’S ANNUAL REPORT FY________


This form is twofold.  It is your annual report to be submitted to the Director of Veterans Affairs & Rehabilitation and can also be used as a DSO Report at your scheduled district meetings during the year.

DISTRICT INFORMATION:


Just fill in the blanks.  You should prepare this as an easy way to keep your district informed as to your work between scheduled district meetings.

CONTACT INFORMATION:


Try to maintain a log of posts contacted, visited, phone calls and correspondence.  This may sound like a lot of work, but by using appropriate logs, this will become an easy and valuable tool for you.

DSO, LIST SERVICES “YOU” PROVIDED AT POSTS IN YOUR DISTRICT:


This is where you list what you did.  Where the “other” meetings outside the Michigan American Legion were with and where they were located, in support of our Legion. List the post visited, training sessions given, or problems addressed. 

ATTACH COPY OF COMBINED DISTRICT WORKSHEET:


This worksheet would be submitted at the end of the fiscal year.  
Page 2.  DSO WORKSHEET

HEARDER SECTION 

     Just fill in with your name and address.  The body will contain a list of posts by number and name, with the information form the post annual report filled in. 


If there is a post that does not summit an annual report, enter, “No Report Received”.


Total the columns at the bottom.

Page 3.  DISTRICT PSO TRAINING


This is where recommended training that can be individually viewed and presented for self PSO Training.  The topics are power point programs or outlines on the website, www.mivabenefits.org.  You can use them as a resource to assist you with the duties of the District S.O.

	THE AMERICAN LEGION, DEPARTMENT OF MICHIGAN                                                                             DSO WORKSHEET

	

	Month/Yr.-
	
	
	
	
	
	
	
	
	
	
	Prepared By:

	District#                 Posts in District
	
	
	
	
	
	
	
	
	
	
	
	
	
	(Print Name)

	Address:
	Correspondence Out
	Request for Service           (Telephone and In-Person)
	Action Taken

	 
	
	
	

	
	
	Telephone Calls
	In-Person
	

	POST NUMBER
	POST NAME
	Fax/E-Mail
	Written
	Other
	
	OEF/OIF
	Gulf War
	Vietnam
	Korea
	World War II
	Other/Peace Time
	Widow/Other
	Referred to DVSO
	Referred to Other Service Organization
	Referred to County Services
	Referred to Legion HQ
	Referred to: CONGRESSMAN
	Referred to: SOCIAL Services
	Referred to: VET CENTER
	VA HEALTHCARE
	VETERANS RELIEF
	HOME VISITS
	DD 214 REQUEST
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	Telephone calls totals>>>>>>>>>
	0
	0
	<<<<<<<In-Person totals


	
	
	
	
	
	
	


DSO’S

ANNUNAL REPORT FY ________



District Information
District: __________ Number of posts in district: ______________

Number of district meetings attended: ____ 

Number of District PSO training sessions: ____

Average attendance at training sessions: ____

Number of posts contacted: ____ Number of posts visited: ____

Presentations given to Legion Auxiliary, SAL, and Riders: ____                      

Other presentations given: ______ (List in Remarks)

Contact Information 

Miles traveled: ______ Telephone calls: ______  

Letters sent/received: ______ Emails sent/received: ______ 

DSO, List Services you Provided at Posts in your District:
Attach copy of Combined district worksheet

Printed name of DSO      Signature

ADVANCE \d0TOPIC 2 
AMERICAN LEGION 

MEMBERSHP

ADVANCE \d0AMERICAN LEGION MEMBERSHIP
ADVANCE \d13
As with most, if not all, not‑for‑profit veterans’ organizations, the existence of The American Legion depends upon membership. Without membership, the organization could not sponsor and administer its many important programs, such as, Americanism, Children and Youth, Economics, Foreign Relations, National Security, and Veterans Affairs and Rehabilitation.

In addition to the nation, state and community’s loss following a breakdown of Legion programs, veterans would also lose. Elected government officials would no longer feel the need to sponsor or support veterans legislative issues, and veterans benefit programs would easily give way to demands of the federal Office of Management and Budget and its state government counterparts. Also, eligibility requirements for VA medical care would become even stricter, and hospitalized veterans would no longer receive visits from American Legion rehabilitation volunteers. Further, individual veterans having a disagreement with VA benefit decisions could no longer turn to the American Legion service office for assistance and representation with their appeals.

There are only a few reasons why every Legion member, including district and PSOs, should encourage all eligible veterans to join The American Legion or renew their American Legion membership. American legion service officers should never decline assistance or representation to non-members, but service officers should offer all eligible non-members an opportunity to join. 
Article IV of the American Legion National Constitution indicates any United States citizen who served in the U.S. armed forces or entered an associated government’s armed forces while a citizen of the United States during one of the following periods is eligible for American Legion membership if the individual was released from active duty with an honorable discharge or continues to serve on active duty honorably during any on of the following dates:

April 6, 1917 through November 11, 1918

December 7, 1941 to the cessation of hostilities as determined by the U. S. Government.  
For membership purposes, service in the armed forces includes active duty service in the United States Army, Navy, Air Force, Marines, and Coast Guard. National Guard or Reserve service also qualifies for membership if the guardsman or reservist had at least one day federal service in a period of war.

ADVANCE \d14Essentially, one may state a U. S. citizen is eligible for 
American Legion membership if he or she received an honorable discharge after serving federal duty in the armed forces during a period of war or continues to serve honorably having served during wartime service. American Legion service officers must remember though, wartime service dates for American Legion membership purposes are more inclusive than wartime service dates for many federal and state benefit programs.

ADVANCE \d28
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Purposely left blank
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TOPIC 4

SERVICE OFFICER TOOLS

TOPIC 4

PSO TOOLS

Forms Checklist
Dealing with the Veterans Administration can seem complicated, but with the right guidance and information it does not have to be.  The process will take work on your end and on our end.  To start the process off right recommend to the veteran to gather as much of the list you can and bring to appointment.  This will help the accredited service officer get started on your claim.  Only bring those that apply and if you do not have something just let your service officer know so they can assist you.

Documents suggested to bring to file claim with accredited service officer
· DD214 (original or certified copy), with character of service

· NGB22 (Reserve/National Guard)

· Current Marriage Certificate

· Divorce Decree(s) for both you and your current spouse and/or dates

· Birth Certificates of dependent children (if any)

· Social Security Number(s) of dependents (if any)

· Banking Info (routing number & account number or voided check)

· What VA Medical Center you seek treatment at and dates

Compensation claims also need these:

· Current diagnosis from a doctor on all disabilities you are filing for

· DBQ’s (Disability Benefit Questionnaire) filled out by a Doctor

· Doctor’s statement stating, “Condition(s) being claimed are more likely than not or at least as likely as not, due to their military service.” And why related.

· STR’s (Service Treatment Records) from active duty or reserve time – date ordered______________

· Lay Statement(s) signed and dated by the person who wrote it and contact info

· 21-0781/ 21-0781a used for PTSD claims

· Medical evidence for disabilities being claimed

· 21-686c used for dependency

Pension Claims also need these documents:

· VA Form 21-8416 w/ 1 year of projected household medical expenses and income (ex: June – June) if it is your first time applying

· VA Form 21-8416 w/ previous calendar year’s (Jan – Dec) medical expenses and income if you are updating your current pension

· VA Form 21-2680 Housebound or Aid & Attendance examination completed by Doctor.

· VA Form 21-0779 Nursing Home information for Aid & Attendance completed by facility where the veteran or surviving spouse lives.

· Net Worth: All household assets including money in checking/savings accounts, IRA’s, stocks, bonds, mutual funds, KEOGH plans, social security, etc.

· Attendant Affidavit

· Care Expense Statement

· Current disabilities if under age 65

1. You have 1 year to gather all required information to submit your Fully Developed Claim. Your Expiration date is_________________. Do not wait until the last minute to submit your claim as you need to make an appointment and you may miss your deadline.

2. If you have “ANY” questions concerning your claim for benefits please call, (313) 964-6640.
DD Form 214, Discharge Papers and Separation Documents
A Report of Separation is generally issued when a service member performs active duty or at least 90 consecutive days of active-duty training. The Report of Separation contains information normally needed to verify military service for benefits, retirement, employment, and membership in veterans' organizations. Information shown on the Report of Separation may include the service member's:

* Date and place of entry into active duty
* Home address at time of entry                                 * Date and place of release from active-duty                    * Home address after separation                                 * Last duty assignment and rank                                 * Military job specialty                                               * Military education                                                                                   * Decorations, medals, badges, citations and campaign awards   received                                                              * Total creditable service                                            * Foreign service credited Separation information (date and type of separation, character of service, authority and reason for separation and separation and reenlistment eligibility codes)

· The first DD Form 214s were issued in 1950, replacing the older "WD AGO" (War Department Adjutant General's Office) Forms and the NAVPERS (Naval Personnel) discharge documents. These documents had existed since 1941. In earlier versions of the form (1 November 1972) it was called a "Report of Separation from Active Duty"; the current title dates from 1 July 1979.

· DD Form 214 is the capstone military service document, as it represents the complete, verified record of a service member's time in the military (Active and Reserve), awards and medals, and other pertinent service information, such as highest rank/rate and pay grade held on active duty, total military combat service or overseas service, Military Occupational Specialty (MOS), Air Force Specialty Code (AFSC) or Navy officer designator, Navy Officer Billet Code (NOBC), Additional Qualification Designation (ACD) or Navy Enlisted Classification (NEC) identifiers and a record of training and schools completed. Individuals who served exclusively in the Air National Guard or Army National Guard do not receive a DD Form 214, but will receive a form called NGB-22 from the National Guard Bureau.

· The DD Form 214 is commonly used by various government agencies, chief among them the Department of Veterans Affairs, to secure veteran benefits, and may be requested by employers should a person indicate he or she has served in the military.

· This document also contains codes used by the Armed Forces to describe a former servicemember's reason for discharge and, in the case of enlisted personnel, their reenlistment eligibility. These codes are known as Separation Designator/Separation Justification (abbreviated as SPD/SJC) Codes and Reenlistment Eligibility (RE) Codes, respectively.

· DD Form 214 is also generally required by funeral directors to immediately prove eligibility for interment in a VA cemetery, to obtain a grave marker or to provide military honors to a deceased veteran. On September 1, 2000, the National Defense Authorization Act enabled, upon the family's request, every eligible veteran to receive a military funeral honors ceremony to include the folding and presentation of the United States burial flag and the sounding of Taps at no cost to the family.

· Copies of DD Form 214s are typically maintained by the government as part of a service member's 201 file or OMPF (Official Military Personnel File). The 201 File generally contains additional personnel related forms.

How to Apply for a DD-214 Discharge Upgrade

Answer a series of questions to get customized step-by-step instructions on how to apply for a discharge upgrade or correction. If your application goes through and your discharge is upgraded, you will be eligible for the VA benefits you earned during your period of service.

All branches of the military consider you to have a strong case for a discharge upgrade if you can show your discharge was connected to any of these categories:

· Mental health conditions, including post-traumatic stress disorder (PTSD)

· Traumatic brain injury (TBI)

· Sexual assault or harassment during military service (at VA, we refer to this as military sexual trauma or MST)

· Sexual orientation (including under the Don’t Ask, Don’t Tell policy)

The information you enter on the next page is completely confidential.
Get Started:  go to website, www.va.gov/discharge-update-instructions/   Answer the questions below to qualify.

· Can I get VA benefits without a discharge upgrade?

· What if I already applied for an upgrade or correction and was denied?

· What if I have discharges for more than one period of service?

· What if I served honorably, but did not receive discharge paperwork?

· What if I have a DD215 showing an upgraded discharge, but my DD214 still isn’t correct?

VA Burial Benefits

Headstones and Markers

Veterans and retired Reservists and National Guard service members are eligible for an inscribed headstone or marker for their unmarked grave at any cemetery, VA will deliver a headstone or marker at no cost, anywhere in the world.  For eligible veterans or service members who died on or after November 1, 1990 and are buried in private cemetery, VA may furnish a government headstone or marker (for marked or unmarked graves) or furnish a medallion to affix to an already existing privately purchased headstone or marker.

Spouses and dependent children are eligible for a government headstone or marked only if they buried in a national or state veterans cemetery.

Before ordering, check with the cemetery to ensure that the government-furnished headstone or marker will be accepted.  All installation fees at private cemeteries are the responsibility of the applicant.

To apply, mail a completed VA Form 40-1330, along with a copy of the veteran’s military service discharge document and death certificate to

MEMORIAL PROGRAMS SERVICE (41B) 
DEPARTMENT OF VETERAN AFFAIRS   
5109 ROAD QUANTICO, VA 22134-3903, or fax documents to 1-800-455-7143

Presidential Memorial Certificates

Certificates signed by the President are issued upon request to recognize the military service of honorably discharged veterans.  Next of kin, relatives and friends may request Presidential Memorial Certificates in person at an VA regional office or by mailing a completed VA Form 40-0247 to:
PRESIDENTIAL MEMORIAL CERTIFICATES (41b3}
NATIONAL CEMETERY ADMINISTRATION
5109 RUSSELL ROAD QUANTICO, VA 22134-3903, or fax documents to 1-800-455-7143

There is no time limit for requesting these certificates, but requests should include a copy, not the original, of the deceased veteran’s discharge document and clearly indicate to what address the certificate should be sent.  Additional information can be found at www.cem.va.gov  

BURIAL FLAGS

Generally, VA will furnish a U.S. burial flag to memorialize veterans who received an-other than dishonorable discharge.  This includes certain persons who served in the organized forces of the Commonwealth of the Philippines while serving in service of the U.S. Armed Forces and who died on or after April 25, 1951.  Additional information and VA Form 27-2008 can be found at www.cem.va.gov/burialbenefits   
MILITARY FUNERAL HONORS

Upon request, the Department of Defense (DOD) will provide military funeral honors consisting of folding and presentation of the United States flag and playing of “Taps”.  

Family members should inform their funeral directors if they want military funeral honors.  DOD maintains a toll-free number 1-877-MIL-HONR for use by funeral directors to request honors.

For more information, visit www.cem.va.gov/cem/military-funeral_honors.asp 
REIMBURSEMENT OF BURIAL EXPENSES

VA burial allowances are flat-rate monetary benefits paid for an eligible veteran’s burial and funerial costs.  Eligible surviving spouses of record are paid automatically upon notification of a veteran’s death.  The VA will pay up to $2,000 for veterans who died on of after September 1, 2001 and cause of death was service-connected.  For a non-service-connected death, the VA will pay a #300 burial allowance and up to $749 for a plot.  Increased burial allowance are allowed for veterans hospitalized by the VA at the time of a non service-connected death.

Additional information on eligibility can be found at www.benefits.va.gov/benefits/factsheets/burials/Burials.pdf or by calling 1-800-827-1000
BURIAL IN VA NATIONAL CEMETERIES

Burial in a VA national cemetery is available for eligible veterans, their spouses, and dependents at no cost to the family and includes the gravesite, opening and closing of the grave, a headstone or marker, perpetual care, and a Presidential Memorial Certificate.  For veterans, benefits may also include a burial flag (with case for active duty) and military funerial honors.

To schedule a burial, all discharge documentation must be faxed to 1-866-900-6417 or emailed to NCA.Scheduling@va.gov to the National Cemetery Scheduling Office.  Family should then contact the scheduling office by phone to follow-up with additional information 1-800-535-1117.  More information is available at www.cem.va.gov/cwm/burial_bebefits/index.asp.
The U.S. Department of Veterans Affairs currently has space available in two national cemeteries in Michigan.

Fort Custer National Cemetery 
15501 Dickman Road Augusta, MI 49012 Phone:  1-269-731-4136   Fax:  1-269-731-2428

Great Lakes National Cemetery
4200 Belford Road Holly, MI  48442 Phone:  1-248-328-0386 Fax:  1-248-328-0612

STATE VETERAN’S BURIAL EXPENSES
Under Michigan law, eligible veterans (or the wife or widow of a qualified veteran) who meet residency and asset limits may qualify for $300 for burial expenses paid by the County Board of Commissioners or the Board of County Auditors.  The Soldiers Relief Commission of each county has the responsibility for investigating each claim.
VA Education Benefits:

Post-9/11 GI Bill; The Post GI Bill (Chapter 33) is an education benefit program for service members and veterans who server on active duty on or after September 11, 2001.  Benefits are payable for training pursued on of after August 1, 2009.  No payments can be made under this program for training pursued before that date.

To be eligible, the service member or veteran must have at least 90 aggregate days of training on active duty after September 10, 2001 and remain on active duty or be honorably discharged.

Veterans may also be eligible if they were honorably discharged from active duty for a service-connected disability after serving 30 continuous days after September 10, 2001.

Generally. Service members or veterans may receive up to 36 months of entitlement under the Post-9/11 GI Bill. Eligibility for benefits lasts for 15 years from the point of eligibility.

Service members or veterans who are eligible for the Montgomery GI Bill* - Selected Reserve or the Reserve Educational Assistance Program – and who qualify for the Post-9/11 GI Bill, must select one or the other program.  Generally, benefits cannot be collected under both programs.

Additional assistance can be found at www.benefits,va,gov/gibill/post911_gibill.asp  

VA Home Loan Guaranties:

Veteran Affairs loan guaranties may be made to eligible service members, veterans, reservists, National Guard, and unmarried surviving spouse for the purchase of homes, condominiums, manufactured homes and for refinancing loans.  VA home loans are usually handled by private lenders, with VA “standing behind” the loan to guarantee a portion of it.  Applicants must have a good credit rating, have an income sufficient to support mortgage payments, and agree to live in the property. 

Additional assistance can be found at, www.benefits.va.gov/homeloans 
EMERGENCY Temporary Financial Assistance
Post Relief:  Many local posts have some type of program to provide emergency to veterans in their area.  The qualifying criteria for application will be determined at post level. 

Dept TFA’s:  www.michiganlegion.org/reconnect 

· Michigan Wounded and Returning Warrior Fund

· H2H – Allows veterans to be able to rehab in home and make modifications to current home for disabilities

· Homeless Veterans Task Force – Funding to assist veterans that are homeless or from becoming homeless

· VA&R Endowment Fund– Provides funding from Department VA&R Division
· Department TFA – Funding for veterans in emergent need for basic needs

National Emergency Fund:  
Eligibility, open to Legionnaires and Sons of The American Legion members (up to $3,000) Legion Posts (up to $10,000).

Applicant must have been displaced from their primary residence due damage sustained during a declared natural disaster.

Not meant to replace or repair items, only to meet most immediate needs (i.e., temporary housing, food, water, clothing, diapers, etc.) during the period immediately following the disaster.

Does not cover insurance compensation or monetary losses from a business, structures on your property (barns, tool sheds, etc.,) equipment or vehicles.

Membership must be active at time of disaster and the time of application.

Application must be submitted to the Department Headquarters within 90 days of disaster.  

Disaster must be a "declared" natural disaster by National Government
Supporting data (photos, receipts, repair estimates, etc.) should be included if possible or statements (testimony) from post/district/department officers attesting to damages to residence requiring displacement.

Only one grant per household per disaster.

Post grants must derive from a declared natural disaster and substantiating documentation must provide that The American Legion post will cease to perform the duties and activities in the community due to losses sustained.

County Veterans Affairs Offices:  In some counties, emergency relief grants are available to Michigan veterans who do not meet the criteria of the Michigan Veterans Trust Fund.  Funds are limited, so the county Veterans Affairs committee may try to refer veterans who are eligible to other sources for financial assistance.  County veteran Service Officers can be located at, www.mivabenefits.org/find-service-officer/ 
Michigan Veterans Trust Fund:  
Financial assistance may be available to certain Michigan Veterans serving at least 180 days of active duty in a wartime period who were discharged un honorable conditions.  The program assists with the unforeseen situation that causes a temporary or short-term financial emergency or hardship that a grant will resolve.  Examples of such needs include delay in unemployment benefits or other income or unexpected hospitalizations that cause reductions in income to meet household needs.  The grants may assist with housing, utilities, car payments, insurance, or medical assistive devices.  Coordination is made with other agencies that may also assist with these types of needs.

For additional information, contact the Michigan Veterans Trust Fund at 1-517-284-5299 or by email at, www.MichiganVeterans.com 
Additional Resource Information:
There is a lot of state, local, service agencies in YOUR post service area.  I will be up to you to build your personal resource book that will cover the needs you may face in your community.  Examples are:

Law Enforcement; State Police, Sheriff Department with Veteran Legal Services, Township, and municipal Police.

Local Court Services

Senior Services; Alzheimer’s caregiver support, County Commission on Aging, Elder Law, Medicare/Medicaid Assistance, Area Agency on Aging, Senior Volunteer Program, Social Security Office, Senior Legal Services.

Basic Needs:  
Area Food Banks, Monthly Commodity Food Assistance, Food Kitchens, County Veterans Service Office.  

Clothing, i.e., churches, St. Vincent DePaul, Salvation Army, Local Helping Hands. 

Utility Assistance; Michigan Community Action Agency, St. Vincent DePaul, Salvation Army, County Veterans Service Office, Michigan Veterans Trust Fund. 

Eviction/Foreclosure/Housing/Rent; County Housing Commission, County Veterans Service Office, VA Assistance to Veterans in Default, call 1-877-827-3702, Michigan Veterans Trust Fund, St. Vincent DePaul, Salvation Army
CLAIM FORMS LIST
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FORM

ADVANCE \d0NUMBER
USE

SF-180
Veteran records request

DD-214                        
Discharge/Seperation Documents

NGB-22                      
National Guard Discharge                           

VA Form 21-22              
Power of Attorney

VA Form 10-10ez              
VA Health benefits Enrollment

ADVANCE \d14VA Form 10-1010
ADVANCE \d0COMMON MISTAKES PSOS SHOULD AVOIDADVANCE \d13
1.  Never inhibit the filing of a claim if a claimant believes he or she may be entitled to benefits. 

2.  Don't forget to advise veterans of risks involved with reopening a disability claim, such as, reduction of compensation ratings or severance of service connection.

3.  Never advice claimants to under report income considered in calculating non‑service-connected pension benefits.

4.  Never advise claimants to over report un‑reimbursed medical expenses considered in calculating non‑service-connected pension benefits.

5.  Make sure to advise all claimants that they must initiate action to file an appeal if they are dissatisfied with a VA decision.

6.  Make sure claimants understand they only have 180 days to file for a waiver of most VA debts.

7.  Don't advise claimants they must request a VA hearing to appeal a VA decision.

8.  Don't change a claimant's Power of Attorney if there is currently an appeal pending.

9.  Make sure the veteran knows to notify the VA and his or her service organization when there is a change of address.

10.  Make sure surviving spouses know they must reassign a Power of Attorney.

11.  Never inhibit the filing of a claim or assigning of a Power of Attorney because the veteran does not belong to a service organization.

12.  Never guarantee a claimant that he or she will receive benefits for which the application is made.

13.  Make sure claimants know that their signature on a VA form certifies the report given is true and correct to the best of their knowledge.

14.  Make sure claimants understand when they must report changes in income and dependency status.

15.  Make sure you are covered by liability insurance prior to transporting veterans.

16.  Make sure claimants know the date of filing claims and other documents with VA is normally the date VA receives those documents, and not the date the claim is completed at a county veterans service office, or even the date the claimant’s accredited representative receives those documents.
NEWLY DISCHARGED VETERANS CONSULTATION CHECKLIST

ADVANCE \d14
1. Determine if a VA disability claim needs filed. Supporting documents may include:

A. Certified copy of DD Form 214

B. Service Medical Records

C. Copy of marriage certificate

D. Copies of children's birth certificates

Copies of private medical records or signed medical information release formsADVANCE \d14
E. Copies of documents showing dissolution of prior marriages of veteran and spouse

F. Supporting lay or doctors' statements

G. Copies of documents showing entitlement to military awards or citations

H. Have veteran complete and sign a Power of Attorney form (VAF 21‑22)

ADVANCE \d14
Note: To establish the earliest effective date possible “Intent to File Claim” (using VA Form 21-​0966) may be filed without waiting for supporting documents. The supporting documents may be filed later (within one year of filing the Intent to File Claim) if necessary.

2. Advise veteran to file for dental care
3. Advise veteran to apply for reemployment
4. Discuss conversion of Serviceman’s Group Life Insurance to Veterans Group Life Insurance
5. Discuss possible education assistance programs
6. Discuss V.A. Medical benefits
7. Discuss G.I. Loan Guaranty benefits
8. Discuss State Veteran benefits
9. Advise veterans to apply with a level 2 e-benefits account at a V.A. facility
ADVANCE \d0
REPLACING YOUR DD FORM 214

ADVANCE \d2(Active Duty Separation Document)

ADVANCE \d32
If you have served on active duty in the armed forces, your DD Form 214 is a very important document. You could be entitled to various veterans’ benefits and assistance programs. You will find, though, qualifying for these benefits require proof of your veteran’s status. If you are lucky, the government will carefully store and safeguard your DD Form 214 – but don’t count on it! Many veterans (even those having years of military service) have been denied benefits because of the loss of their DD Form 214 and their inability to prove their veterans status.

ADVANCE \d14If you have lost your DD Form 214, you might be able to find aIf 
you have lost your DD 214, you might be able to find a replacement using one of the following resources:

ADVANCE \d14•
The County Recorders Office in the county that you retThe 
County Recorders Office in the county that you returned to immediatrly following your active duty discharge, or any county veterans office you have visited for any assistance. Your DD-214 will be at the County Recorders Office only if you had it recorded there following your service discharge. Once the County Recorder’s Office records the DD-214, it often becomes a matter of public record. If your DD-214 is at the County Recorders Office, you should be able to receive a certified copy on the day of your visit.

ADVANCE \d17•
The State Department of Veterans Affairs may have a copy 
The Michigan Veterans Affairs Agency (MVAA) may have copy of your DD-214 or be able to get a copy for you through the State archives. If you lived in Michigan immediately before entering active duty service or if you had ever filed for a State of Michigan Veterans Bonus, the MVAA might have a copy of your DD-214. You may reach MVAA by calling 1-800-642-4838, or by writing to MVAA, P.O. Box 30104, Lansing, MI 48909. Receiving a copy of the DD-214 from MVAA may take several days to two weeks from the date of your request if MVAA has a copy on file. The Privacy Act covers receiving copies of the DD-214 from MVAA, so the veteran or someone that has provided written authorization from the veteran to receive a copy must make the request. MVAA may therefore require the completion of a formal application before issuing a DD-214.

A Veteran Service Organization may have a copy of the DD-214 on file if the veteran was ever a member of the service organization and the organization required the veteran to provide a copy of the DD-214 before accepting the membership. Many organizations, such as, The American Legion, keep copies of their members' DD-214 on file at their local posts or chapters. Most posts will issue a copy only to the veteran or to someone the veteran has authorized in writing to receive a copy. Not all service organizations keep copies of DD-214 on file and when they do, it is done at the local post or chapter. If the local post has a copy of the DD-214, the post could usually supply a copy as soon as the post commander is contacted.

The Department of Veterans Affairs (VA) may have a copy of the veteran's DD-214 on file at the VA Regional Office in the State of the veteran’s residents or last known Sate of residents if the veteran had ever file a VA benefit claim. The request should be made to the VA Regional Office in writing and signed by the veteran, the veteran’s legal guardian, or the veteran’s next‑of‑kin if the veteran is deceased. A response from the VA may take several weeks. The veteran may receive a quicker response if he or she makes the request in person at the VA Regional Office. The address for the VA Regional Office in Indiana is: VA Regional Office, 575 North Pennsylvania Street, Indianapolis, Indiana 46204. You may call the nearest VA regional office anywhere in the United States by dialing 1‑800‑827‑1000

The National Personnel Records Center (NPRC) 9700 Page Avenue, St. Louis, MO 63132-5100 may have a copy of the DD Form 214 on file if the veteran has been discharged from active duty for at least three and often six to seven months. Application to the NPRC should be made on a government Standard Form 180. These forms are available at VA Regional Offices, most County Veterans Service Offices, or The American Legion Department of Indiana Service Office (317‑226​7918). These requests are also protected by the privacy act explained on the Standard Form 180. NPRC may not respond to the request for several months. The National Personnel Records Center will also now accept electronic requests for personnel records including a replacement DD-214 at: 
http://www.archives.gov/veterans/military‑service‑records/standard‑form‑180.html.

Electronic request are usually filled much sooner than a mailed request using a SF-180. Actually, a copy of a DD-214 from the NPRC will be a DD-215, but the DD Form 215 is accepted anywhere for benefits purposes the same as a DD-214.

The Service Branch for Active or Current Reserve Members still have a copy of the DD form 214 on file under the following circumstances:ADVANCE \d1
(1) when the veteran had more than one period of active duty and is still on active duty: or

(2) when the veteran is in the reserves or still has a reserve obligation; or

(3) When the veteran has been discharged from active duty for only a short time ‑‑ 3 to 7 months ‑‑ and the records have not yet been sent to the NPRC.

The specific addresses for requesting a DD-214 from the Service Branches are listed on the SF-180 that should be used for making the request. SF-180 is available at the VA regional office, most county veteran’s service offices, and the Director of the VA&R for Michigan (313-964-6641).

E‑Benefits and Claims Status Inquiries
ADVANCE \d0
The American Legion Department of Michigan Veterans Affairs and Rehabilation currently has well over 85,000 clients. Not all our clients have claims or appeals pending, but many do. For those clients who have filed traditional (not fully developed) claims, VA could take many months before making an original decision. If the claim is denied and an appeal is initiated, the appeal could linger in the VA appeals system for 4 to 5 years or longer before a final decision is made by the Board of Veterans Appeals. American Legion clients having long pending claims and appeals often call The American Legion Service Office concerned about the length of time their claim or appeal has been pending. Our clients may now, however, check the status of pending claims online by using VA’s eBenefits Internet portal if they are eBenefits Premium (Level 2) account holders. To determine the status of the pending claims, claimants may login to their eBenefits account at:  https://www.ebenefits.va.gov  If the claimant is not an eBenefits account holder, he or she should visit the eBenefits Registration page at https://www.ebenefits.va.gov/ebenefits‑portal   for information on how to establish an account.

ADVANCE \d0
Claimant’s may also call VA directly at 1‑800‑827‑1000 and follow the recorded instructions, or go to  https://iris.custhelp.com  click the “Status of a Pending Claim” link, and submit an inquiry.


If claimants contact VA directly using the above information for simple status inquires, The American Legion Department Service Office can focus more on providing claims filing advice, working to make sure VA decides claims correctly, and representing veterans with their appeals.


Of course, veterans needing to know more than just the status of a pending claim or appeal should contact either their local county veterans’ service office or the American Legion Department Service Office directly.

Inquiry Routing & Information System (IRIS)

ADVANCE \d13
This VA webpage is found at:  https://iris.custhelp.com  It provides additional resources for obtaining VA information, including: VA facility locations, VA toll free numbers, a way to obtain answers to VA Education Assistance inquiries, an eBenefits portal, a Frequently Asked Questions list, a place to ask VA questions about VA programs, and links to finding the status of a pending claim, obtaining a copy of a DD Form 214 or other service record, VA Forms, Aid and Attendance and Housebound pension information, general claims processing time information, direct deposit information, information concerning jobs and employment opportunities, and much more.
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