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1. Lodgement of Applications

% VRE - System for Application Management

File Reportz Maintenance Help

3% Application Maintenance

1.2.6 New registrations

The Department of Veterans' Affairs will periodically send to the Board a
schedule of applications for review by the Veterans’ Review Board that have
been registered with the Department. That schedule will include sufficient
details to enable the Board to identify the applicant, veteran and the
application. The schedule should include the original application and a copy
of the Repatriation Commission decision. In addition each application is to be
accompanied with details of the veterans UIN (Department of Veterans'
Affairs unique identifying number) and the veteran’s service information.

‘Application Maintenance’ screen

From SAM select ‘Application Maintenance’. Enter the VRB registration
number. The field is set to default to the users state indicator and the last two
digits of the current year. If the state and year are correct, enter only the
numbers of the application. The system will infill any blanks with zeros. For
example a Tasmanian user would enter say ‘586’ and the system would
produce the number *T99/0586°.

YRE Registration Mo’ [RSkREES

Applicant:
Stage: Pre-Contact

|z the Applicant the Yeteran? I

Address

State I - I Postcode I

[ AdminMaters | Dismissal | AAT | 5152 | 531
Applicant T Weteran T Application T Application Dates T Matters
Surmame I Giwen Mames Title: I j ‘EI

Telephone I [Home]

I [ ork]
I [Mabile)
|

[Fax]

Ermnail Other &pplications: |Date Finalized

Address

| 3 -
o

A New | [ 5ave | X Delete | @ Motes | @ Hearing | &2 | efters | [l Exit
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‘Applicant’ tab

On the “‘Applicant’ tab, enter the details of the applicant from the Department
of Veterans' Affairs application registration schedule, the ‘Surname’ and
‘Given Names’ are mandatory and must be entered. If the ‘Applicant’ already
has a system record, SAM will prompt the user and provide a list of
applicants. Select the correct applicant and the system will populate this tab
with those details. If the applicant is not listed, cancel he search and enter the
details of the applicant manually.

If the applicant is the veteran, select the ‘tick box’. The Department of
Veterans' Affairs UIN and Department of Veterans' Affairs File Number are
entered on the Veteran tab (see ‘Veteran tab’ entry below). If the applicant is a
different person to the veteran do not select this tick box, instead, leave it
blank. If the ‘Applicant’ already has a veteran system record, SAM will
prompt the user and provide a list of veterans.

Enter the applicant’s address and any other information provided from the
registration schedule and from the application form, or check that the imported
details are still correct. Please ensure that area codes are included with
telephone numbers.

B’I Applicant: 5amuel Abraham Marks

Stage: Pre-Contact

Dismiszal | AT | 5152 | 53
Weteran T Application T ALpplication D ates T Matters

Surname IMarks Given Mames ISamueIAblaham Title IMI j EI

Iz the Applicant the Weteran? ird D LM I D File Mo I

Address |55 Marw Averue Telephone |03 6211 5555 [Home)
ICatsviIIe I [wfork]
| | {Matile]

State TaS - Postcode I?'I 1k I (Fax]

Email ISam@catIinI.com.au Other Applications | Date Finalised
Address

e | _

LDelete | Mites |Hearing F'[epl Hearing | Letters | Exit

As more details are required before the application can be saved, proceed to
the “Veteran’ tab.
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‘Veteran’ tab

If the “Is the Applicant the Veteran’ tick box was selected, all the details
required from the ‘Applicant’ tab should have transposed to the “Veteran’ tab.
Enter the veteran’s DVA unique identifying number (UIN). This number is
mandatory. If ‘SAM’ knows the veteran, the DVA file number will be
retrieved and the data known about the veteran will populate fields in the
‘Veteran’ tab.

In all other cases, the ‘DVA UIN’, ‘DVA File number’, ‘Surname’, ‘Given
Names’, ‘Title’, and ‘Relationship with applicant’, are mandatory and must be
entered. If the application is for a “‘war widow’s pension’ and the widow is the
applicant, ensure the ‘Relationship’ is set to ‘Widow’. Veteran information
and service details are available from the Repatriation Commission decision.
(Service details are required for future stages in the development of the ‘SAM’
program.)

Service details can only be entered once the application has been saved and
the application cannot be saved until the File Number, Applicant name,
Veteran UIN, DVA file number, Relationship, Repatriation Commission
decision date, and the Application date have been entered.

The “Veteran’ tab also includes ‘Date of Death’. Details of the date of death
for a new application can be added here, or, for an existing application, by
selecting the ‘Admin Matters’ tab followed by the ‘Death’ tab. For more
details see 6.3 of this manual.)

3 Application Maintenance

Applicant: 5amuel Abraham Marks
istration Mo' EETIREH DI
YRE FRegistration Mo' R Stage: Pre-Contact
[ AdmnMaters | Dismissal | 801 i 5162 i 531
Applicant I “Yeteran: T Application T Application Dates T Matters
D LM I'I 00aam B‘I L File Mo' |><‘I 000001
Surname IMarkS Given Mames ISamueI Abraham Title IMr j
Date af Death I
Applicant's Felationship I Self j
Service | Semvice Rendered [ Dates of Service Other Applications | Date Finlised
Hew | Save | LDelete | Hotes | Hearing Prep | Hearning | Letters | Exit |

As more details are required before the application can be saved, proceed to
the “‘Application’ tab.
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‘Application’ tab

For new registrations, the only fields that may require an entry are for
‘Representative’.

If the applicant is a Member of the Board, or a representative, or a person who
is related to a staff member, the case should be given restricted access. When
the registration data has been fully entered, pass the file to a *Supervisor’ or
‘Administrator’ to ‘restrict’ the application. Supervisors and Administrators
are the only users who can access restricted applications.

 Application Maintenance

IRE Flegistiation No' RECTERS Applicant: 5amuel Abraham Marks

Stage: Pre-Contact

| 5152 | 53

T Lpplication D ates T Matters

[ Admin Matters T Dizrizzal T
Applicant T Weteran T

— Thiz application i being processed by

| J Date of 57149 Action I
Reqgisty [TAS * | Current Rezponsibility IDVA
Date of 5151 Action I
—Application Origin / Transfer Details Archive Details
Date I
Type INew Registration 'l Datle of I =
Action —I Laselizn I
— &ttendance Details
Type I[None] j Representative I B'I DI
r— Listing Queue
- Weteran Deceased? r
Friority  |Low ~| Listing Queue nsertion Datel
Restnct Application r
Mew | Save | Delete | Motes | Hearing Prep | Hearing Letters | E xit |

‘Representative’

The ‘Representative’ field has a picklist. You should choose the appropriate
representative from this picklist. To do this, provide a Surname, or
Organisation data, in the picklist box, then select the “Criteria’ button at the
base of the box.

¥ Criteria Window

Applicant T Weteran T Applization T ﬂepresenlalivel

Sumame I

Organization |

State I vI

Clear |
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The list will then populate with details of representatives selected in
accordance with the criteria. Highlight the correct representative and select the
‘OK” button. The representative details will appear on the application screen
in the ‘Representative’ field.

If an applicant is representing himself or herself, users are NOT to enter
anything in the Representative field.

If the representative is new to the system, details will need to be provided in
the ‘Representative Maintenance’ window. From the main ‘VRB — System
Application Maintenance’ menu select ‘Maintenance’, ‘Reference Data
Maintenance’, then select the ‘Representative Maintenance’ button, select the
‘New’ button, enter the details of the representative.

5 Reprezentative Maintenance

Sumame  |Blogg Given Names |/iliam Title IMT =l FF—'-’I
Organization IBIue Gum
Address I'I 9 Bruzh Street Telephone I [Hame]
{Blue Gum |13 6268 7654 fw/ark)
| | (Mabile]
State Tas - Postcode | 7654 |13 6268 7655 Faw)
. ¥ Formal Representative
Ernail IBIuegum@catIink.com.au F
Addrezs W | Active?
Restictions:  |Onl 5 applications lizted each week ﬂ
Comments =l
=
Days
Marmally v Maonday W Tuesday IV wednesday V¥ Thursday V| Friday
Available
Hew Delete | E xit |

If the Representative Organisation is Legacy, it is to be entered with the
Town firstly and then Legacy ie. Blue Gum Legacy.

If the Representative Organisation is Returned & Services League it is to
be entered as RSL and then the town ie RSL Blue Gum. (No ‘sub-branch’
is added to the town name)

RDFWA it is to be entered as RDFWA and then the town ie RDFWA Blue
Gum.

TIP program will be entered in full as Training and Information Program
VVAA will be entered as VVAA and then the town ie VVAA Blue Gum

VVFEA will be entered as VVFA and then the town ie VVVFA Blue Gum.
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Other organisations are entered in the format to be used in addressing
documents and letters.

If the organisation is known but not the name of the Representative, then
that field for the Representative name is to be left BLANK.

Select the ‘Save’ button then Select ‘OK’

Reprezentative Maintenance

The Representative data has been successfully saved.

Then exit the maintenance window.

Select the appropriate application and go to the ‘Application’ tab. Select the
‘Representative’ picklist and the new representative, importing the details to
populate the ‘Representative’ field. If an applicant is representing himself or
herself, users are NOT to enter anything in the Representative field.

% Application Maintenance

B Fegistiation No' EECTIEGS Applicant: 5amuel Abraham Marks

Stage: Pre-Contact

[ AdminMates | Dismissl | AT i 5152 i 531
Applicant T Weteran T Application T Application Dates T Matters

— Thiz application iz being procezzed by
Fegi I J [rate of 5149 Action I
eqgistiy | TAS | Current Rezponsibility ID\J,.'.\
Date of 5151 Action I
— Application Origin / Transfer Details Archive Details
Date I
Type INew Fegistration 'l Date of I =
Action —I sl I
— Attendance Details
Type I[None] j Representative IW’iIIiam Blogg DI
— Listing Queus
‘Yeteran Deceased? Il
Priority  |Law w | Listing Queue Insertion Datel
Restrict Application I
Hew | Save | Delete | Motes | Hearing Frep | Hearing Letters Exit

‘Veteran already deceased?’

If the veteran was deceased prior to the application being raised, the user can
enter a ‘Date of Death’ on the “Veteran’ tab. This action is only available for
new registrations and removes the need to process the “death” as an
‘Administrative Matter’. All war widow claims fit into this category. (See 6.3
of this manual for further information.)

As more details are required before the application can be saved, proceed to
the “‘Application Dates’ tab.
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‘Application Dates’ tab

Page 7

Select the ‘Application Dates’ tab and enter the ‘Date of [Repatriation]
Commission decision’, and ‘Date of DVA Lodgment’.

% Application Maintenance

WRE Registration Mo' ekl

J=I

Applicant: Samuel Abraham Marks

Stage: Pre-Contact
[ AdminMatters | Dismissal | 8T 1 5152 | 531
Applicant T Weteran T Application T ss T Matters
— Date of
Comnizsion Decigion |D2 Dec 1939 DA Lodgement |22 Dec 1933
— Date that the 5137 Repart was Administrative b atter [tems
Received by the YRE I |z there Confidential Information’? r
Sent out to the Heplesentativel ls any information under Section 148[EA] required? [
Date that the
’751 48 was Sent I 5148 Action Completed I 5148 Follow Up Action Dccurred I

Mizcellaneous Dates

Date that Parties Advise they are Mot Ready to Proceed I

Application Finalization I

COR Receipt I Hesubmissinnl

| I J=i

Save | Delete |

Motes |HealingF'_rep| Hearing | Letfters | Exit |

‘Save’ this tab (with the application) and go to the ‘Matters’ tab.

The Application data has been succezsfully saved.

Application Maintenance

‘Matters’ tab

This tab shows a grid of all the matter issues currently associated with this
application. It is for display only.
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% Application Maintenance

Applicant. Samuel Abraham Marks

WREB Reqistration Mo' ek bEisa E‘I 5 Pre-Conlact
age; -

[ AdminMattes | Dismissal | iT 1 5152 |
Applicant T Weteran T Application T Application Dates T

Decision Type | I atter | Current Pengion Rate | Result

Lelete | Motes |HealingF'_rep| Hearing | Letterz |

To access an existing matter issue, double click on the appropriate line. To
enter a new matter issue select ‘Add’ and the ‘Matters maintenance’ screen
appears.

Each disability associated with an application is treated as a separate matter
issue. So for example, if an application is for review of the rejection by the
Commission of the disabilities acute sinusitis, ischaemic heart disease and
pension assessment at 30%, acute sinusitis will be one matter issue, ischaemic
heart disease will be another matter issue, and pension assessment at 30% will
be a further matter issue, with a separate maintenance screen for each matter.
This allows for single matter issues to be identified and rated for difficulty of
review, for accurate identification of the issues being addressed by the Board
in its reviews and for the decision result of individual matters to be recorded.

To enter data into the fields, select the type of Commission decision. This is
done through the combo box that has the entries ‘Entitlement’, ‘Assessment’
and ‘Attendant Allowance’. Only these types of decision are accepted in this
field.

Dependent on the *Commission Decision Type’ the program will make
available for:

‘Entitlement’ — the ‘Matter Issue’ field, which is defined in the combo box or
through the search button. If the specific matter issue is not
defined in the combo box, e-mail or fax an administrator who
can enter the matter issue manually.

‘Assessment” - the ‘Pension Rate Under Review’, which are defined in the
combo box as ‘Extreme Disablement Adjustment’,
‘Intermediate Rate’, ‘Pension Assessment at xxx% of the
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General rate’ where xxx is the rate as a number between 10 and
accepted disabilities not warranted’,
Rate’, or ‘Date of Effect’. No other entries

100,
“Temporary Special
are available;

‘Attendant Allowance’— the program disables the ‘Matter Issue’ and ‘Pension
Rate Under Review’ and the words ‘Attendant Allowance’

‘Pension for

Page 9

appear in the ‘Matter Issue’ field.

3 Matters Maintenance

VRB Registration No' T99/1955 Applicant: 5amuel Abraham Marks
Stage: Pre-Contact
Commiszion Decizion Type IEnlitIemenl ﬂ R ating II:I
Pension Rate Under -
Renviem I J
Matter |ssue Iacute sinuzitis j ' |
M atter Result I j
Decigion ;I
Comrments ;I
I atten Fnalised = Adipurmeditdaten FutliEied [
Hew Delete | Previous | Mext | E xit |

Select ‘Save’ for each matter, ‘OK’, then either, ‘Exit’ the matter screen, or

select “New’ to enter additional ‘Matter Issues’ before saving and exiting.

‘Save’ the application.

3 Application Maintenance

YRE Registration No' RSk

Applicant, Samuel Abraham Marks

Stage: Pre-Contact

|/ Adrnin Matters Dizmizzal

1

AAT

I

5152

I

531

I

Applicant Weteran

I

Application Application Dates T Matters

Decizsion Type | Matter

| Current Pension Rate | Fresult

Entitlzment acute sinusitis
Entitlzrment izchaemic heart diseaze
Aggessment

pengion azsessment at 30X

Delete |

Hearing Frep Hearing Letters
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Return to the “Veteran’ tab and add the veteran’s service record. Double
clicking in the grid on the bottom left of the tab and the “Veteran Service
Maintenance’ window opens. Enter the details in the *Service’ ‘Service
rendered’ and Dates of Service’ fields. If the veteran has more than one
service type, select “New’ to add further entries.

% Yeteran Service Maintenance

Yeteran Mame | amuel sbraham

Dia, Client [0 MAELLLE D File Mo’

— Service Detailz

Service I.-“-‘-.rmy i I

Service Rendered IDperatiDnaI Service j

[ ates af Service I'I /031942 o 251041945

Mew | = Da_tesl Delete | E xit |

If the veteran has further service dates for the same service type, eg “Army”
and “Operational Service”, ‘Save’ the record and select the button ‘New
Dates’ to add further dates.

‘Save’ the record and exit.

The new registration record is now completed. If the section 137 report has
been transmitted from the Department of Veterans' Affairs, proceed to 3.1 and
3.2 of this manual.

If the paper file is not made up at this stage, make a suitable entry in the
‘Notes’ after saving the application and before selecting ‘New’ for another
registration.

Process the paper files by making up a folder and attaching any documents. If
the application is of doubtful validity, the processes described in part 2 of this
manual are followed.
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2. Validity of Applications

Each new application must be considered for validity. See the ‘Operations
Manual’ part 2.4.1 for examples of invalid applications

All validity issues are recorded upon the ‘Validity’ tab of the ‘Administrative
Matters’ maintenance. To begin a new ‘Administrative Matter’ double click
on a blank line or select the *‘New’ button.

B’I Applicant: 5 amuel Abraham Marks

Stage: Pre-Contact

Veteran T Application T Application Dates T Matters
Dismiszal Il AT | 5152 1 531

Administrative Matter Type | Date Commenced | Date Completed | Comments

e |

Lelete | Motes |HearingF'_rep| Hearing Letters

A Selection box appears. Select “Validity’.

3 Select Administrative Matter Type

—Which Adrministrative Matter tppe would you like?

" General
" Death

™ Canfidential Infarmation

 5148(E4)

Ok | Cancel |

The Registrar or Deputy Registrar should determine the validity type in
accordance with parts 2.4.1 to 2.4.4 of the “Operations Manual”. The Registrar
or Deputy Registrar should also decide if the application is ‘valid’, “clearly
invalid” or “of doubtful validity”.
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% Administrative Matters

VRB Registiation No T Applicant: 5amuel Abraham Marks

Stage: Pre-Contact

General | Death | Walidity | Corfidenial | 1438%)

walidity Type =l

Letter to Applicant D ate HE Eti::sma?:f BTISIDH
Drate Follow Up Letter was Sent

“alidity Clarified Date I

Adrinistrative Hearing D ate I
Adrminiztrative Hearing R esults I j
Comments

Save | Delete | Exit |

Select from the “Validity Type’ combo box, and one of the options from:
“Time limit has expired’; ‘No Reviewable decision’; or ‘No standing to apply’.
Enter a date in the “Letter to Applicant’ date. If the date is today’s date, typing
the letter ‘t” followed by the keyboard tab key, or keyboard enter key will
insert today’s date. Select the ‘Save’ Button. The program enters a re-
submission date of today’s date + 28 days in the *‘Application Dates’ tab and
creates a system note. The program returns the user to the ‘Admin Matters’
screen where the ‘Letters’ button can be selected taking the user to the
standard letters menu if required.

Update Resubmizsion D ate

"Whould you like to update the Resubmizzion date to be 20 Sep 20007

There are two standard validity letters. One for matters that are clearly invalid
L24 Disputed Application) and another for cases that are of doubtful validity
L22 Doubtful Application. If the issue is regarding doubtful validity, the
Department of Veterans' Affairs should be requested to provide a section 137
report in preparation of an administrative hearing.

3 Letter Menu List

Letter Marme | Template Mame | Description |

L24 L24. dat Dizputed Application

L22 L22 dot Doubtful Application

L3158 L315.dat Follove Up Action

LE1 LE1.dot Further &ction - Mo Response to 5148 Letter

L0 LO7.dot General Letter

L7 L7 dot Hearing Attendance _I

L21 L21.dot Invalid Application

LE? LEY dot Letter to Department Requesting section 126 Action

LEE LEE. dot Letter to Reprezentative - Unauthorized Reguest for Listing

L& L81.dot Listing Instructions

LE71 LE71.dot LPR after Section 126 action

L45 45 dot Offering Relzasze of Confidential/Prejudicial M atenial to Rep -

Ep R _PI_I
Ok | Cancel |
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If the issue is that the application may have been lodged *“out of time”,
Operations Manual letter RV2:5, ‘letter requesting details of Department’s
postal procedures’, is sent to Department of Veterans' Affairs and the
processes described in 6.1.6 of this manual are followed. The matter of
validity cannot be listed until all the administrative actions are completed (eg
*‘S148(6A)’ action and the “Validity” action).

2.5.1 “Valid”

If the Registrar decides that the application is valid, place the date in the field
‘Validity Clarified Date’ and ‘Save’ the tab. The administrative matter action
is completed. The user should write to the veteran, the Repatriation
Commission and the Department, advising that the Department will prepare a
section 137 report.

# Administrative Matters

Applicant: Samuel Abraham Marks

WRE Registration Mo' T95/1955
Stage: Pre-Contact

Geneial | Desth | Walidity | Corfidentisl | 148[4)

Yalidlty Type | Tire Lirit E spired =]
Letter to Applicant Date W
Date Follow Up Letter was Sent ||—
Yalidity Clarified Date [06 Mar 2000

Administrative Hearing D ate I

Administrative Hearing Results I j
Comments
| H
=
Save | Delete | Exit |

“Doubtful validity”

If, after 28 days, no reply is received to the letter ‘Disputed Application L24’,
select ‘Date Follow Up Letter was Sent’, enter the ‘Date Follow Up Letter was
Sent’ and “‘Save’ the tab. Send a follow up letter.

If, after 28 days, no reply is received to the follow up letter, or, if a reply is
received disputing the application as being of ‘Doubtful Validity’, Place
today’s date in the field “Validity Clarified Date’, make a comment about the
application validity being disputed and save the tab.
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% Administrative Matters

Applicant; 5amuel Abraham Marks

WHEB Registration No' T93/1955

Stage: Pre-Contact

Geneidl | Desth | Walidity | Confidenial | 148(64)

Walidity Type | Time: Limit E spired =
Letter to Applicant Date IW
Date Follow Up Letter was Sent W
Validity Clarfied Date [oEMarzoon

Adminigtrative Hearing Date I

Adminigtrative Hearing Resultz I

Comments

The walidity af this application is in dispute and the application is lited for hearing with priority ]

Sawe | Delete | E it

\_'I'_I;I;

Provided a S137 report is available, go to the ‘Application Dates’ tab and in
the ‘COR Receipt’ field enter today’s date. If the S137 report is not available,
follow the procedures outlined in part 2.5.5 of the Operations Manual.

Send the letter RV2:4 *Advice of priority hearing for application of disputed
validity’. See Chapter 7 for listing procedures.

Generate letter L81 “Listing Instructions’.

2.5.3 “Clearly invalid”
No Reply

If, after 28 days, no reply is received to letter RV2:1, place the date in the field
‘Validity Clarified Date’, make an appropriate comment, and ‘Save’ the tab.

% Administrative Matters

VR Regisiration No T95/1955 Applicant; Samuel Abraham Marks

Stage: Pre-Contact

General | Desth | Walidity |  Corfidentisl |  148[4)

Yalidlty Type | Tire Lirit E spired =]
Letter to Applicant Date W
Date Follow Up Letter was Sent I—
Validity Clarfied Date [oEMarzooD

Administrative Hearing D ate I

Administrative Hearing Results I

Le

Comments

Mo reply has been received within the time allocated. The application iz clearly invalid and the matters are =
lapzed,

Save Lelete Enit |

B
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Go to “‘Matters’ tab and for each matter issue select the appropriate “lapsed”
matter result and click the finalised box. When the last matter is finalised,
select *Save’ and the application will be finalised as ‘Lapsed’.

% Matters Maintenance

WRE Registration Mo' T33/1955 Applizant. S amuel Abraham Marks
Stage: Pre-Contact
Commizzion Decizion Type IEntitIement j Rating ID
Penzion Rate Under -
Review I J
M atter lssue Iacute sinusitis j ar
bd atter Result
Decigion Lapsed Mo
Lapzed Other
Lapsed Time Limit Expired
s Ma Pawer ta Review and Affimed
Remited
Set Agide and Assess
Set Aszide and Decrease
t atter Finalized v Sdiourred Hatter Publishied s [0
Hew | Sawe | Lelete PBrevious MHest E it

Reply Received

If a reply is received disputing the application as being of ‘Doubtful Validity’,
place today’s date in the field “Validity Clarified Date’, make a comment
about the application validity being disputed and save the tab.

% Administrative Matters

VRB Registration Mo T99/1955 Applicant; 5amuel Abraham Marks

Stage: Pre-Contact

Geneial | Deasth | Validity | Conidenial | 148E2)

Valiclity Type | Time: Limit E #pirsd =]
Letter to Applicant Date W
Date Follow Up Letter was Sent W
Validity Clarfied Date [oEMarzoon

Administrative Hearing Date I

Administrative Hearing Results I

Comments

The walidity af this application is in dispute and the application is lited for hearing with priority ]

\_I'_I;IL

Sawe | Delete | E it

Provided a S137 report is available, go to the ‘Application Dates’ tab and in
the *COR Receipt’ field enter today’s date. If the S137 report is not available,
follow the procedures outlined in part 2.5.5 of the Operations Manual.
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Send the letter RV2:4 *Advice of priority hearing for application of disputed
validity’. See Chapter 7 for listing procedures.

Generate letter L81 “Listing Instructions’.
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3 Evidence Relating to Applications

3.13

3.15

3.21

3.1 Section 137 Reports

When the Board receives the S137 report it is matched to the Board’s
application paper file. If a paper file was not raised at registration, raise one
now and make an entry in the *Notes’ indicating that the paper file is now
raised. Check that all the *matters’ have been entered.

Once the checks set out in 3.1.4 of the Operations Manual have been
completed (including a search for confidential/prejudicial information — see
chapter 4), in “‘Application Maintenance’ go to the ‘Application Dates’ tab and
enter the date in the field ‘Date that the S137 Report was Received by the
Board’.

3.2 Section 148 Letters

Enter the date in the field ‘Date that the S148 was Sent’. Entering the date in
this field sets the re-submission date to the date + 35 days. ‘Save’ the tab and
answer Yes to print the letter and forms L311 (Section 148 — Australian
Application), RV3:2 (Applicant’s Advice Sheet), RV3:3 (Representative
details [the reverse of RV3.2]), RV3:4 (About the Veterans’ Review Board
pamphlet) and RV3:5 (Hearings at the Veterans’ Review Board). If the
applicant is overseas send letter L312 Section 148 — Overseas Application (in
place of RV3:1) as per 3.2.2.

% Application Maintenance

Applicant. 5amuel Abraham Marks
jistrati B T99/1955 B’I
WRE Feqistration No' [EEEELE] Stage: Pre-Contact
[ AdminMattes | Dismissal | AT | 5152 1 531
Applicant T Weteran T Application T Application Dates T M atters
— Date of

Commission Decizion |D2 Dec 1935 DWA Lodgement |22 Dec 1559

— Date that the 5137 Repart was —————— [~ Administrative Matter [tems

Received by the YRE ID9 Feb 2000 |5 there Confidential Information’?
Sent aut ta the Heplesentativel Iz any information under Section 148[64] required?

-
-

"Date that the

5148 was Sent I‘I 0 Feb 2000 5148 Action Completed I 5148 Follow Up Action Decurred I

|' Mizcelaneous Dates

Date that Parties Adwize they are Mot Ready to Proceed I Application Finalization I
COR Receipt | Resubrission [15 Mar 2000 | 5148 Sent [ F:r|

Delete | Mates | Hearing F'[epl Hearing | Letters | Exit

The stage of the application should now read ‘Await S148 Reply’.
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3.2.2 Not Represented and Ready to be heard

If the “Applicant’s Advice” form (RV3:2) is returned advising that the
applicant is not represented and is ready for a hearing, enter a date in the
*S148 Action completed” and *‘COR Receipt’ fields.

# Application Maintenance

Applicant. Samuel Abraham Marks
I I B T99/1955 =
YRE Feqistration No' Rl kS I Stage: Pre-Contact
[ AdminMatters | Dismissal | A8T | 5152 1 531
Applicant T Weteran T Application T Application Dates T M atters
— Date of

Commizzion Decigion IDE [ec 1995 [y Lodgement |22 Dec 1999

— Date that the 5137 Repart wazs ————— —~ Administrative Matter [tems
Received by the WRE IU9 Feb 2000 I3 there Confidential Information? [
Sent out tothe Heplesentativel |z arw information under Section 148(B4) required? [

"Date that the

5748 was Sent I‘I 0 Feb 2000 5148 Action Completed |1 5 Feb 2000 5748 Fallow Up Action Oceured I

Mizcellansous Dates

Date that Parties Adwvize they are Mot Ready to Proceed I Application Finalization I

COR FReceipt m Hesubmissionl I I ,EI
Hew | Save | Delete | Mates |Hearing F'[epl Hearing | Letters | E xit |

This inserts the date in the ‘Listing Queue Insertion Date’. Save the record and
the system prompts the user “Would you like to update the Listing Queue
Insertion Date to be NN/Xxx/NNNN’.

Update Resubmzsion Date

Would you like bo update the Lizting Queus [nsertion date to be 15 Feb 20007

Select Yes and the system inserts the ‘COR Receipt’ date as the ‘Listing queue
insertion date’. Save the record again and the following screen appears.

Application Maintenance

Do wou want ko record Hearing Preparation information?

Select Yes and at a minimum select the ‘Location’ of the hearing. If the
applicant has nominated any dates when they are, or are not available. Enter
the details on the “Hearing Reqts’ tab, save and exit.
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% Hearing Preparation Maintenance

Applicant: 5 amuel Abraham Marks

WRE Registration Mo' e X
Stage: Pre-List

Beqts T LCommizsion T Members ]

Applicant Unavailabiliy Date Range |N0t before 1 October 2000

Specified Hearing Day ¥ Mon ¥ Tue W wed ¥ Thu ™ Fi
Specified Hearing Time I—

Board to Arange Transport Mo -

Location IHDbart j

Special Instructions

Save | Delete | Exit |

Go to the ‘Application Dates’ tab and in the field, ‘Attendance Details Type’,
select the option requested by the applicant (eg ‘Applicant attending — No
Representative”’).

Applicant: 5Samuel Abraham Marks

Stage: Pre-List

[ AdminMaters | Dismissal | AT | 5152 i 531
Applicant T Yeteran T f T Application D ates T Matters

— Thiz application iz being proceszed by

Date of 5149 Action I
Fegistry | Ta5 * | Cunent Besponzibility IVHB
I J Drate of 5151 Action I

— ipplication Origin / Tranzfer Detail: Archive Details
Date I
Type |Mew Fegistration +] Dateof |23 Aug 2000 | =
I Action _I Larselfam I
— Attendance Details
Type I.t’-‘n.pplicant attending - Mo Representative j Reprezentative I E'I DI
— Listing QAueus
J Weteran Deceazed? r
Pricrity  |Low | Listing Queue Inzertion Datel'l 5 Feb 2000
Restrict Application r
MHew | Save | Delete | Motes | Hearing Fiep | Hearing | Letters | E it |

The stage of the application should now read ‘Pre List’. Generate letter L81
‘Listing Instructions’.

Not To Be Represented and Not Ready

If the “Applicant’s Advice” form (RV3:2) is returned advising that the
applicant is not to be represented, and is not ready to be heard, enter the date
in the fields “‘S148 Action Completed’ and ‘Date that Parties Advise they are
Not Ready to Proceed’ and save the record. Entering a date in ‘Date that
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Parties Advise they are Not Ready to Proceed’ sets the re-submission date to
the date + 60 days. Save the application again and go to ‘Letters’. Print form
L321 “Certificate of Readiness - Applicant’ and send it to the applicant. (If the
applicant is overseas, use form L323 Certificate of Readiness — Overseas
Applicant)

% Application Maintenance

Applicant: 5amuel Abraham Marks
jstrati B 799/1955 B’I
WRE Reqistration No' R Stage: Party Not Ready
[ AdminMatters | Dismissal | AT | 5152 1 531
Applicant T Yeteran T Application T Application Dates T Matters
— Date of

Comnizsion Decigion |D2 Dec 1933 DA Lodgement |22 Dec 1559

— Date that the 5137 Repart was ——————— [~ Administrative Matter [tems
Received by the WRE ID8 Feb 2000 Iz there Confidential Information?
Sent aut ta the Hepresenlativel Iz any information under Section 148[64] required??

-
-

"Date that the

5148 was Sent |1 0 Feb 2000 5148 Action Completed |1 B Feb 2000 5148 Follow Up &ction Dccured I

Date that Parties Adwvize they are Mot Ready to Proceed |1 5 Feb 2000 Application Finalization I

COR Receipt | Resubmission [15 4pr 2000 |Parties Not Reads To Procesd fthunti B‘I

|' Mizcelansous Dates

Lelete | Motes | Hearing F'[epl Hearing | Letters | E it |

The stage should now read ‘Party Not Ready’.

Then go to the “‘Application Dates’ tab and in the field, ‘Attendance Details
Type’, select the option requested by the applicant (eg ‘Applicant attending —
No Representative’).

3.2.2 To Be Represented

If the “Applicant’s Advice” form (RV3:2) is returned advising that the
applicant has nominated a representative, select the ‘Application’ tab and
using the representative combo box, select the appropriate entry. (For new
representatives see part 1.2.6 of this manual.) Select the appropriate
‘Attendance Details Type’, then go to the ‘Application Dates’ tab and enter
the date of receipt in the field ‘S148 Action Completed’, and today’s date in
the fields *Date that the S137 Report was Sent out to the Representative’ and
‘Date that Parties Advise they are Not Ready to Proceed’. Entering a date in
‘Date that Parties Advise they are Not Ready to Proceed’ sets the re-
submission date to the date + 60 days. Print a L323 “Certificate of Readiness —
Representative’ and send it to the representative (with the S137 report if one
has not already been sent).
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% Application Maintenance

Applicant. 5amuel Abraham Marks
VRB Registration No' [TCATRS | PR

Stane: Party Mot Ready

[ AdminMatters | Dismissal | AT | 5152 1 531
Applicant T Yeteran T Application T Application Dates T Matters

— Date of

Comnizsion Decigion |D2 Dec 1933 DA Lodgement |22 Dec 1559

— Date that the 5137 Repart was ——————— [~ Administrative Matter [tems

Received by the WRE ID8 Feb 2000 Iz there Confidential Information? I-
Sent aut ta the Hepresenlativel'] 5 Feh 2000 Iz any information under Section 148[64] required?? r

"Date that the

5148 was Sent |1 0 Feb 2000 5148 Action Completed |1 B Feb 2000 5148 Follow Up &ction Dccured I

Mizcelansous Dates

Date that Parties Adwvize they are Mot Ready to Proceed |1 5 Feb 2000 Application Finalization |
COR Receipt I Resubmission [15 4pr 2000 |Parties Not Reads To Procesd fthunti B‘I

Lelete | Motes | Hearing F'[epl Hearing | Letters | E it |

3.2.6 If no reply is received to the S148 letter, enter the date in the field *S148
Follow Up Action Occurred’. If the applicant is to be followed up by letter
‘Save’ the tab and the system will generate the letter L61 Further Action — No
response to S148 letter, select the ‘First reminder — No Response to s148
letter’ option. The system also sets the re-submission date to date + 14 days. If
the applicant is followed up by telephone (see 6.1.9 of the Operations manual)
and provides a response, the date can be entered in the field ‘S148 Action
Completed” and the appropriate process applied (see 3.2.3, 3.2.4 above).

# Application Maintenance

Applicant. Samuel Abraham Marks
I I B T99/1955 =

YRE Feqistration No' Rl kS I Stage: Await 5148 Reply

[ AdminMatters | Dismissal | A8T | 5152 1 531
Applicant T Weteran T Application T Application Dates T M atters
— Date of
Commizzion Decigion IDE [ec 1995 [y Lodgement |22 Dec 1999

— Date that the 5137 Repart wazs ————— —~ Administrative Matter [tems

Received by the WRE IU9 Feb 2000 I3 there Confidential Information? [

Sent out tothe Heplesentativeh 5 Feb 2000 |z arw information under Section 148(B4) required? [

Date that the
’781 48 was Sent I'I 0 Feb 2000 5148 Action Completed I 5148 Fallaw Up Action Occurred I2D tdar 2000

Mizcellansous Dates

Date that Parties Adwvize they are Mot Ready to Proceed I Application Finalization I
COR Receipt | Resubrmission |03 Apr 2000|5148 Follow Up [ tr|

Delete | Mates | Hearing F'[epl Hearing | Letters | E xit |
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3.5 Section 31 Reviews

Selecting the ‘S31’ tab and either double clicking on a blank row or selecting
the ‘Add’ button begin section 31 review data.

# Application Maintenance

Applicant. Samuel Abraham Marks
I I B T99/1955 =
YRE Feqistration No' Rl kS I Stage: Await 5148 Reply
( Applicant T Weteran T Application T Application Dates T Matters
Adrin Matters | Dismissal | i 1 5152 |

[ ate Action Requested | D ate Advice of Review Recd from Commission | Date Section 31 Decision Recd| Date Applicant

add | oy |

Hew | Save | Delete | Mates | Hearing F'[epl Hearing | Letters | E xit

3.5.1 Where the Board requests the Repatriation Commission to consider a review
under section 31, enter the date in the field ‘Action Requested by the VRB’
and save the record.

% Section 31 Maintenance

Applicant: Samuel Abraham Marks
Stage: Await 5148 Reply

YRE FRegistration No'  FlkRakElea

Dates T Actions ]

— Date that
Action Reguested by the YRE I'I 5 Mar 2000
Advice of Review Rec'd from Commission ||—
Section 31 Decizsion Recerved I—
Applicant Advized of Review Outcome I
Fallow Up Action to Applicant I
Reply Received from Applicant I

Sawe | Delete | E it |

This creates a re-submission date of today + 28 days. And the system asks if
the field *Parties advise that they are not ready to proceed’ is to be blanked
out. Select Yes.




SAM User Manual 4.0.1 Page 23

3.5.8

3.5.9

Update Party Mot Ready

Thiz action will blank out the Date that Parties Advise they are Mot Feady To Proceed. Do you want

Lo continue?
1w |

Save the record again and select the ‘Letters’ button to send letter L35
Requesting Section 31 Review from Department.

Where the Repatriation Commission advises that it proposes to consider a
review under Section 31, enter the date in the field ‘Advice of Review Rec’d
from Commission’.

3.5.7 Commission NOT to conduct a review

On receipt of the advice from the Repatriation Commission that the
Commission has concluded it’s consideration of a review and has decided
NOT to conduct a review, the user proceeds to the “‘Actions’ tab and ticks the
check-box ‘Commission will not Review’.

# Section 31 Maintenance

Applicant: 5 amuel Abraham Marks
Stage: Await 5148 Reply

Dates I Actions ]
Does applicant wizh to proceed? I vI

Commizsion's Decision a |
on Review

=
Commizsian will nat B eviey vl

Action Completed Date |25 Aug 2000
Sawe | Delete | E it |

‘Save’ the tab and the current date is inserted in the field *Action Completed
Date’. “Exit’ this window and go to the ‘Application maintenance’ window,
‘Application Dates’ tab and take any appropriate action, if any. (It may be
necessary to enter today’s date in the field ‘Date that Parties Advise they are
Not Ready to Proceed’.)

Commission TO conduct a review

On receipt of the Section 31 review decision of the Repatriation Commission,
the user enters the date of receipt in the field ‘Section 31 Decision Received’.

The user enters the date in the field ‘Applicant Advised of Review Outcome’,
the tab is ‘Saved’. Send the RV3:12 ‘Letter seeking advice from applicant
after section 31 review’ and a form RV11:1 ‘Request for withdrawal’. The re-
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submission date is set to ‘Applicant Advised of Review Outcome’ date + 28
days.

% Section 31 Maintenance

Applicant: Samuel Abraham Marks

YRE FRegistration No'  FlkRakElea )
Stage: Await 5148 Reply

Dates T Actions ]

— Date that
Action Reguested by the YRE I'I 5 Mar 2000
Advice of Review Rec'd from Commission I—
Section 31 Decizsion Recerved IW
Applicant Advized of Review Outcome ID5 Jun 2000
Fallow Up Action to Applicant I
Reply Received from Applicant I

Delete | E it |

‘Save’ the window.
The system asks about setting a resubmission date.

Update Resubmizsion Date [ <]

Currently, the resubmizzion date iz 12 Apr 2000, wfould vou like to update the resubmission date to
be 03 Jul 20007

Select ‘Yes”.

A follow up letter is sent if no reply is received after 28 days and the date of
the follow up is entered in field ‘Follow Up Action to Applicant’.

3.5.10 When the reply to the ‘advice of review outcome’ letter is received, enter the
date in the field * Reply Received from the Applicant’.

Proceed to the “‘Actions’ tab.

To Continue With Review

If the applicant wishes to continue with the review go to the field ‘Does the
applicant wish to proceed’ and select Yes from the combo box. Proceed to the
field ‘Commission’s Decision on Review’ and enter the decision of the
Repatriation Commission. Enter the details to show all aspects of the decision,
eg. “Accept acute sinusitis from 01/10/1999 and increase pension to 50% of
the General rate from that day.”. Proceed to the field ‘Action Completed Date’
and enter the date of completion. ‘Save’ the tab.
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# Section 31 Maintenance

Applicant: 5 amuel Abraham Marks
Stage: 531 Action

YRE Reqgistration No'  §lERkEaa

Dates I

Dioes applicant wizh to proceed? = -
Cammizsion's Decision Accept acute sinusitis from 01/10/1999 and [
on Review increase pension to B0 of the General rate
from that dag.
Commigzion will not B ewview I
Action Completed D ate |1 5.Jul 2000

Save Delete | E xit |

Not To Continue With Review

If the applicant does not wish to continue and requests a withdrawal of the
application for review, go to the field ‘Does the applicant wish to proceed” and
select “No’ from the combo box. The system takes the user to the field *Action
Completed Date’. Enter the date, ‘Save’ the window and follow the
procedures set out in Chapter 11 of the Operations Manual concerning
withdrawals.

# Section 31 Maintenance

Applicant: 5 amuel Abraham Marks

YRE Reqgistration No'  §lERkEaa .
Stage: Await 5148 Reply

Dates I Actions ]

Dioes applicant wizh to proceed? Mo -
Carmmission's Decisian Accept acute sinusitis from 01/10/1993 and |2
on Review increaze pengion to BO% of the General rate
fram that day.
Commigzion will not B ewview I
Action Completed D ate |1 5.ul 2000

Delete | E xit |
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4 Confidential Material and Prejudicial Material

The Department of Veterans' Affairs is required to withhold from the section
137 report prepared for the application, any material which is confidential or
prejudicial to the applicant’s physical or mental well-being. The Department
of Veterans' Affairs will provide copies of the material withheld under

separate cover.

4.2 Confidential Material

4.2.2 When confidential material is identified as withheld from the section 137
report, the procedure outline in procedure 3.1 and 3.2 of this manual are
followed, then proceed to the *Application Maintenance’, ‘Application Dates’
tab and select the check-box field “Is there Confidential Information?’.

3 Application Maintenance

YRE Registration Mo' ek

Applicant: Samuel Abraham Marks

Stage: Pre-Contact
[ bdminMatters | Dismissal | AT Il 5152 1 531
Applicant T Weteran Application T Application Dates T Matters
— Date of
Commizsion Decision |U2 Jan 1999 DA, Lodgement |1 0Jan 1999
— Date that the 5137 Repart was —————— [~ Administrative Matter [tems
Received by the VREB ID'I tay 1333 iz there Conhdential [nformation £ v
Sent out to the Hepresentativel |z any infarmation under Section 14864 required? I
D ate that the:
’VS'I 48 wasz Sent IDB b4 ap 1933 5148 Action Completed I 5148 Follow Up Action Dccured I
Mizcellaneous Dates
D ate that Parties &dvise they are Mot Ready to Proceed I Application Finalization I
COF: Receipt | Resubrission [07 Jurn 1999 [5148 Sent
| Mew | [H save | 7 Delete | @ Motes | @ Hearing | @ Letters | El—" Exit |

‘Save’ the tab and the system takes the user to the ‘Administrative Matters’

window, ‘Conf Info’ tab.

Application M aintenance

Thiz application containg Confidential Information. Do pouw want to proceed to the Administrative

kd atters window?

The user enters the date in the field ‘Request Release to Author Date’, ‘Saves’
the tab and the system sets the re-submission date to the date + 30 days.
Generate the standard letter L41 ‘Request to author of confidential material
concerning release’. The SAM program creates a system note.
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Applicant; 5amuel Abraham Marks
Await 5148 Reply

WHEB Registration No'

T33/1355

Stage:

General T Death T W alidity

| Confidential | 148(E4)

Request Release to Authar Date |1 0 Feb 2000

Author Fezponse

Action Completed D ate

Adminigtrative Hearing Date I

Adminigtrative Hearing Resultz I

[
Comments
| [-|
=
Sawe | Delete | E it |

4.2.3 Author consents to release

If the author responds consenting to the release of the document, at the ‘Conf
Info’ tab, at the field ‘Author Response, select ‘Release’ from the combo box.
‘Save’ the record and the system places the user in the ‘Application
Maintenance’, Application Dates’ tab and places the cursor in the ‘S148 was
Sent’ field. Generate letter L43 “Advising applicant of release of confidential

material — with authors consent-release to applicant’

3 Administrative Matters

Applicant: 5 amuel Abraham Marks

YRE Registration No' . .
Admin Action

T33/1355

Stage:

General T Death T W alidity

| Confidential | 148(64)

Request Release to Authar Date |1 0 Feb 2000
Release 'I

Did Mat Respond
Do Mot Release

Author Responge

Action Completed D ate

| Releaze Part Only |

Adminigtrative Hearing Date I

Adminigtrative Hearing Resultz I

|
Comments
I =
=
Save | Delete | E xit |

4.2.4 Author does not respond

If after 30 days the author does not respond, at the *‘Conf Info’ tab, at the field
‘Author Response, select ‘Did Not Respond’ from the combo box. The issue
of the confidential matter is to be put to a panel of the Board. Place the hearing
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date in the ‘Administrative Hearing Date’ field. Entering the date of the
administrative hearing causes the system to create a system note. Follow any
procedures set down in the Operations Manual regarding administrative

hearings (7.2).

3 Administrative Matters

Applicant: 5 amuel Abraham Marks

YRE Registration No' T39/1955

Stage:  Admin Action

Geneial | Dot | wedy | Confidential | 148(64)

Request Release to Author Date |1 0 Feb 2000
Author Responge IDid Mot Respond 'I
Action Completed D ate I

Adminiztrative Hearing Date ||33 Apr 2000

Administrative Hearing Results I j
Comments
| o
=
Save | Delete | E xit |

Author does not consent to release

If the author’s response is not to release the confidential information, at the
‘Conf Info’ tab, at the field ‘Author Response, select ‘Do Not Release’ from
the combo box. The issue of the confidential matter is to be put to a panel of
the Board. Place the hearing date in the ‘Administrative Hearing Date’ field.
Entering the date of the administrative hearing causes the system to create a

system note. Follow any procedures set down in the Operations
regarding administrative hearings (7.2).

3 Administrative Matters

Applicant: 5 amuel Abraham Marks

YRE Registration No' T39/1955

Stage:  Admin Action

Geneiadl | Do | wddy ] Confidential | 143(64)

Request Release to Authar Date |1 0 Feb 2000
Author Responge ID-:: Mot Releaze 'I
Action Completed D ate I

Administrative Hearing D ate ||:|3 Apr 2000

Adminigtrative Hearing Resultz I j
Comments
Save Delete E sit |

Manual
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Author consents only to limited release

If the author consents to release of a part of the document, at the ‘Conf Info’
tab, at the field ‘Author Response, select ‘Release Part Only’ from the combo
box. The issue of the confidential matter is to be put to a panel of the Board.
Place the hearing date in the *‘Administrative Hearing Date’ field. Entering the
date of the administrative hearing causes the system to create a system note.
Follow any procedures set down in the Operations Manual regarding
administrative hearings (see 7.2 of this manual and the Operations Manual).

% Administrative Matters

Applicant; § | Abraham Mark:
WHEB Registration No' R ranam Harks

Stage: Admin Action

Generdl | Do | weddy | Confidential | 148(64)

Request Release to Authar Date |1 0 Feb 2000
Authar Responze IHeIease Part Ol 'I
Action Completed D ate I

Administrative Hearing D ate ||:|3 Apr 2000

Adminigtrative Hearing Resultz I j
Comments
| - |
=
Sawe | Delete | E it |

Administrative hearing result

Once the Board panel has made a decision regarding the release of
confidential material enter the ‘Results’ of the Board and place the date in the
‘Admin Action Completed” field. ‘Save’ the record. The system creates a
system note.

% Administrative Matters

Applicant. Samuel Abraham Marks
Stage: Admin Action

Geredl | Destn | weldy | Confidential | 148(54)

Request Releaze to Authar Date I'I 0 Feb 2000
Author Response IHeIease Part Only 'I
Action Completed Date |D4 Apr 2000

YRE Regiztration Mo' T93/1955

Administrative Hearing D ate |U3 Apr 2000
e[ RN R (et N R =0 el P eleaze Confidential ‘Prejudicial Information j
Comments Do Mot Releaze Confidential/Prejudicial Infarmation
Fieleaze Confidential/Prejudicial |nfo to B epresentative
I Feleaze Confidential/Prejudicial Infarmation

Save Delete | E it
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43.1

4.2.7-4.2.11 Administrative Hearing Decision

Following the administrative hearing, in the ‘Administrative Matters’,
‘Confidential’ tab, at the field ‘Comments’, enter the result provided by the
Board (in abbreviated form eg. “Release part of the document from Dr
XXX™). “Save’ the record and the system creates a system note.

Generate letter L42 *‘Advising author that confidential material released
without consent’ and/or L43 *Advising applicant of release of confidential
material’ as appropriate.

3 Administrative Matters

Applicant: 5 amuel Abraham Marks
Stage:  Await 5148 Reply

Geneial | Dot | wedy | Confidential | 148(64)

Request Release to Author Date |1 0 Feb 2000
Author Responge IHeIease Part Oy 'I
Action Completed Date |D4 Apr 2000

YRE Registration No' T39/1955

Administrative Hearing Date ||33 Apr 2000

Administrative Hearing Results IHeIease Caonfidential/Prejudicial Infarmation j

Comments

Fieleaze all but paragrah 3 from the one page letter of D Cutter] ;I
Save | Delete | E xit |

4.3 Prejudicial Information

Where material is identified that may be prejudicial to the applicant’s physical
or mental well being the material must be placed before a VRB panel to
consider the release of the material.

Select the ‘Admin Matters’ tab, followed by the ‘Add’ button. From the
‘Select Administrative Matter Type’ box, select ‘General’ and click the ‘OK’
button. The system takes the user to the ‘General’ tab. Place today’s date in
the field ‘Date Commenced’ and the date of the administrative hearing in the
‘Administrative Hearing Date’ field. The system asks if it can blank the ‘Date
that parties advise they are not ready to proceed’, select Yes’. The system
creates a system note. Follow any procedures set down in the Operations
Manual regarding prejudicial information. Make an appropriate comment
about the issue of the administrative hearing.
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% Administrative Matters

VR Regisiration No T95/1955 Applicant; Samuel Abraham Marks

Stage:  Admin Action
General | Death | waldy | Corfidentil | 148[84)

[Date Commenced Ihﬂ Feb 2000
Date Completed I—

Adminigtrative Hearing D ate |1 5 Feb 2000

Administrative Hearing Results I

Cormments

Fredudicial raterial to be conzidered.

\_I*_I;IL

Save | Lelete | Enit

4.3.3 - 4.3.8 Administrative Hearing Decision

Following the administrative hearing, in the ‘Administrative Matters’,
‘General’ tab, at the field ‘Administrative Hearing Results’, enter the result
provided by the Board (in abbreviated form eg. “Release part of the document
from Dr XXX”). ‘Save’ the record and the system creates a system note
Generate standard letter L44 ‘Advising Applicant of Release of Material
withheld by DVA’.

3 Administrative Matters

Applicant: 5 amuel Abraham Marks
Stage:  Await 5148 Reply

General | Death | Waiidty | Confidenil | 148064

YRE Registration No' T39/1955

Date Cornmenced |'| 0 Feb 2000
Date Completed |1 £ Feb 2000

Administrative Hearing D ate |1 B Feb 2000

Adminigtrative Hearing Resultz IHelease Confidential/Prejudicial Info to Reprezsentative

Comments

Releaze the prejudicial material from the Social Worker to the represzentative only.

\_l«_uu

Delete E xit
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6 Monitoring Progress of Applications

6.1.6 Request for further information under s148(6A)

Where the Registrar makes a request under section 148(6A) of the Veterans'
Entitlement Act, at the ‘Application Maintenance’ window, ‘Application
Dates’ tab, select the tick box at the field ‘Is any information under Section
148(6A) required?’.

% Application Maintenance

DI Applicant: 5Samuel Abraham Marks

WRE Registration No' [y els]

Stage:  Admin Action

[ AdminMaters | Dismissal | AT | 5152 i 531
Applicant T Yeteran T Application T Application Dates T Matters

— Date of

Commigsion Decigion |D2 Dec 1333 DWa Lodgement |22 Dec 1539

— Date that the 5137 Report wag ——————— ~ Administrative Matter ltems
Recaived by the WRE ID9 Feb 2000 Iz there Confidential Information™? [
Sent aut ta the Hepresentativel Iz any information under Section 148[64]) required?? rd

5148 was Sent I 5148 Action Completed I 5148 Fallow Up Action Oceourned I

"Date that the

Mizcellaneous Dates

Date that Parties Adwvize they are Mot Ready to Proceed I Application Finalization I
COR Receipt I Hesubmissionl | I _IB

Delete | Motes | Hearing F'[epl Hearing | Letters | E it |

The system takes the user to the ‘Administrative Matters” window, ‘148(6A)’
tab. Insert details of the information requested from the Department of
Veterans' Affairs, in the field ‘Information Requested’, then put the date in the
field ‘Date of Request’. The system creates a resubmission date of date + 60
days and creates a system note.

Apphcation Maintenance

T hiz application containg Section 148[64] [nformation. Do pou want to proceed to the Adminiztrative
b atters window?
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% Administrative Matters

Applicant; 5amuel Abraham Marks
Stage: Await 5148 Reply

WHEB Registration No' T93/1955

Generdl | Desth | Walidiy | Cofidentil | 148(8A)
Infarmation Requested |4 nevs medical impairment rating and lifestyle questionnaire as ﬂ
the veteran has deterirated. J
Date of Request |1 0 Feb 2000
i5148[54) Achion Complete I

Adminigtrative Hearing Date I

Adminigtrative Hearing Resultz I j
Comments
Sawe | Delete | E it |
Update Fezubmizzion D ate

Currently, the resubmizzion date iz 16 Mar 2000. " ould vou like to update the rezubmizzion date to
be 10 Apr 20007

When the required information is received, tick the ‘S148(6A) Action
Completed’ field and the system creates a system note.

% Administrative Matters

Applicant; 5amuel Abraham Marks

WHEB Registration No'

Stage: Admin Action

Geneial | Deasth | vaidy | Confidentiadl | 148[6A)
Infarmation Requested |4 new medical impaimert rating and lifestyle questionnaire as ;I
the veteran hag deterirated. LI
Date of Request |1 0 Feb 2000
5148(R4) Action Cormplete v

Administrative Hearing Date I

Administrative Hearing Results I j
Comments
| [-|
=
Sawe | Delete | E it |

Process the additional information as described in part 3.3 of the Operations
Manual.



SAM User Manual 4.0.1 Page 34

6.1.9 No response to section 148 letter

If the applicant has not replied to the letter sent to them under section 148(1),
either telephone, or letter can follow up the response.

If the applicant is followed up by telephone (see also procedure at 3.2.6 of this
manual), and the applicant provides a response, that date can be entered in the
field ‘S148 Action Completed’ and the appropriate process applied (see 3.2.3,
3.2.4 of this manual).

If the applicant is followed up by letter, as per 3.2.6 of this manual, and no
reply is received after the further 14 days, the Registrar may direct under
section 148(4), that the matter be listed for hearing as an “in-absentia” . In this
case, at the ‘Application Dates’ tab, ensure that dates have been applied to the
fields *S148 Action Completed’ and ‘COR receipt’.

% Application Maintenance M=
| L s Apphcant: Samuel Abraham Marks .
- =
| YRE Registration No' EEMESS] Stage:  Pre-Contact .
[ AdmnMatters | Dismissal | AAT | 5152 i 531 1
Applicant T Yeteran T Apphcation T Application Dates r Matters
Date of
‘ Commission Decizion II]2 Dec 1999 Dy Lodgement |22 Dec 1939
— Date that the 5137 Report was | Admiristrative Matter Items
Received by the VRB 09 Feb 2000 |5 there Confideritial Information? r
Sent out to the Representative Iz any information under Section 148(64) required? v

Date that the
‘ 5148 was Sent |10 Feb 2000 5148 Action Completed |1I]Apr 2000 5148 Follow Up Action Decured Il 7 Mar 2000

Miscellaneous Dates

Date that Paties Advize they are Not Ready to Proceed | Application Finakzation |

COR Receipt [104p 2000 Resubmission| | [thunti EI
Hew | Save | Delete | Motes | Hearing Frep | Hearing | Letters | E it |

Update Resubmizsion Date E2

Ywhould pou like to update the Listing Gueue Inzertion date to be 10 Apr 20007
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At the ‘Application’ tab, at the ‘Attendance’ ‘Type’ field, select from the
combo box “In absentia”.

F Application Maintenance

Applicant: Samuel Abraham Marks

Stage:  Pre-Contact

[ AdminMatters | Dismissal | AAT | 5152 | 531
fpphcant T Weteran T Application T Application Dates T Matters

VRE Registration No' Rk

This application iz being processed b
Registy |ms ki yJ . Date of 5149 Action |
Egi ¥ | Curent Responsibility F,lHE
| Date of 5151 Action I
Application Ongin / Transfer Details Archive Details
— Date |
Type INew Rieqistration - .E«gtliznd I23Aug 2000 ‘EI Location]
Aftendance Details
Type IIn absentia j Representative I ‘EIEI
Listing Qlueue |
Veteran Deceased? I
Pricrity ILuw +| Listing Queus Insertion Daleilﬂ Apr 2000 ‘
Restict Application [
MNew | Save | Delete | Nates | Hearing Prep | Hearing | Letters | Ezit |

The system then displays the message box “Do you want to record Hearing
Preparation Information?” select Yes and enter the ‘Location’ of the hearing.

Application Maintenance

Do wou want ko record Hearing Preparation information?

Depress the “Notes’ button. In the ‘Notes” make an entry that the matter is “to
be listed under section 148(4)”. “‘Save’ the note and select the ‘Letters’ button
and generate letter L61 ‘Further Action — No Response to s148 letter — s148(4)
advice being listed in absentia’ being listed in absence’. Generate letter L81

‘Listing Instructions’.

% User Entered Notes

Applicant: Samuel Abraham Marks
Stage: Pre-List

YRE Registration Mo'  REREERELET

To be listed under section 148(4] at the direction of the Registrar, ;I Other Applications

LI Click on thoze applications which need
to have these notes applied.

Exit |
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6.1.10 Applicant responded to section 148 letter, but still
not ready 12 months later

For each 2 or 3 monthly review, generate the appropriate standard letter, then
in the ‘Application Maintenance’ window select the ‘Notes’ button and make
an appropriate entry in the *‘Notes’.

If after 12 months from receipt of the section 148 response, nothing further has
developed, the Registrar may direct the matter to a hearing. Should the
Registrar direct the matter to a hearing, depress the ‘Notes’ button. In the
‘Notes’ make an entry that the matter is “to be listed under direction of the
Registrar as no appropriate action has occurred”.

& User Entered Notes

Applicant. Samuel Abraham Marks
Stage: Pre-List

To be ligted under the direction of the Registrar as no appropriate ;I Other Applications

action has occumed.

LI Click an those applications which need
to have these notes applisd.

Exit |

‘Save’ the note and select the “‘Application Dates’ tab and at the field ‘COR
Receipt’ put the date that the Registrar signed the direction to list.

WRE Registration No'  JREkEEElea

Applicant: Samuel Abraham Marks

Stage:  Pre-List
AAT | 5152 | 531
fpphcant T Weteran T Apphcation T Application Dates T Matters
Date of
‘ Carnmission Decision |I12 Dec 1939 DW4 Lodgement |22 Dec 1993
Date that the 5137 Report was 1 [ Administrative b atter ltems
Received by the VRE 09 Feb 2000 I there Confidential Information? r
Sent out to the Representative Iz any information under Section 148(64) required”? v

Date that the
‘ 5148 was Sent [10 Feb 2000 5148 Action Completed [03 2pr 2000 5148 Follow Up Action Decurred [17 Mar 2000

- Miscellaneous Dates
Date that Paities Advise they are Not Ready to Proceed | Application Finalsation |
COR Receipt [20Apr 2001 Resubmission| [ [ )=

New | Save | Delete | Nates |Hearinngep| Hearing | Letters | Ezit |




SAM User Manual 4.0.1 Page 37

‘Save’ the record and the system asks ‘would you like to update Listing Queue
Insertion Date’. Select Yes

Update Resubmizsion Date

Wiould you like bo update the Listing Queue [nsertion date to be 20 Apr 20077

The system then displays the message box “Do you want to record Hearing
Preparation Information?” select Yes and enter the “Location’ of the hearing.
Select the ‘Letters’ button and Generate letter L61 ‘Further Action — No
Response to s148 letter — Advice to list application for hearing’. Generate
letter L81 “Listing Instructions’.
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6.2 Dismissal of applications

6.2.9 Notices under subsection 155AA(4)

If after 2 years from the date of lodgment of the application for review the
Registrar considers that the application should be ready for a hearing, in the
‘Application Maintenance’ window, select the ‘Dismissal’ tab and depress the
‘Add’ button.

.EI Applicant: Samuel Abraham Marks
Stage  Party Not Ready
[ togcant | Veteran | Application | Application Dates | Matters
AdminMatters | Dismissal | AAT I 5182 | 531

515544 Date Sent | 515544 Date Received | 515544 Reason | 51554E Date Sent | 515548 Date Receive

New | save | Delete | Notes | HeaingPrep| Heaing | Letters | Ext |

The user is taken to the ‘Dismissal Maintenance’ window and in the field
‘Date 155AA Notice Sent’, enter the date.

¥ Dismiszal Maintenance

WREB Registration No' [REsrpe il pplleaii. STt el e LRl

Stage: Party Not Ready

S155AA | 15548 |

[rate 15544 Motice Sent |1 E.Jan 2002
Date 15544 Responze Received I

Applicant's Besponze

Reasonable Explanation Letter Sent I
Dizmizzal Action Completed I

E uit |
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‘Save’ the file and the system modifies the resubmission date to the date + 30
days, and the system -

Update Resubmizsion Date

Currently, the resubmizsion date iz 19 Jun 2007, Would vou like to update the resubmizzion date to
be 15 Feb 20027

Generates the standard letter L62 “Section 155AA(4) letter’. Include the form
RV6:8 with that letter;

Create Standard Letter

Wiould you like o create the fallowing letter - Section 155444]7

Blanks out the ‘Parties advise that they are Not Ready to proceed’ date, to
allow the stage of the application to change;

Update Party Mot Ready

Thiz action will blank out the Date that Parties &dvize they are Mot Beady To Proceed. Do you want
to continue?

And then provides a message which is only appropriate for finalised matters.

Dizmizzal Maintenance |

The Dizsmizzal data has been succezsfully saved. Please proceed to the M atters M aintenance
window [for finalized matters] or add a lizting queue inzertion date for cazes which are ready to be
izted.
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6.2.14 — 6.2.16 Dismissal under subsection 155AA(5)

If no response is received after 28 days, the Registrar produces the Reasons for
Dismissal and generates letter L63 ‘Section 155AA letter sent as result of
155AA(4) letter sent — s155AA(5) answer not received —dismissal letter to
app’. Enter the appropriate date in the field ‘Dismissal Date’.

# Dismissal Maintenance

Applicant: Samuel Abraham Marks
Stage:  Dismizsal Action

YREB Fegistration Mo' Skl

S155Aa | 51558 |

Date 15544 Notice Sent I'I B Jan 2002
Date 15544 Response Received I

Applicant's Besponze

Reazonable Explanation Letter Sent I
Dizmizzal Action Completed |2|J Feb 2002
Ezit |

‘Save’ the record and the user is prompted to proceed to the ‘Matters
Maintenance’ window.

Dismizzal Maintenance

Pleaze proceed to the batters b aintenance window after zaving thiz data.

Select the matter(s) to be dismissed and at the ‘Matter Results’ field combo
box select ‘Dismissed Section 155AA(5)’ then tick the ‘Matter Finalised’
field.

# Matters Maintenance

VRE Registration Mo’ T99/1955 Applicant. Samuel Abraham Marks
Stage:
Commizzion Decizsion Type IEntitIement TI Rating IU
Pension Rate Under
Fierview I j
M atter [ssue Iacute sinugitis j ar |
Matter Result I Dizrnizsed Section 15540(5] j
Decision ;I
£
Comments ;I
i S iourred Mater Puiisied T
New Save | Delete | Brevious Mest | Exit |
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‘Save’ the record and select the “‘Next’ button to go to the next matter to be
dismissed. Proceed as above until all matters to be dismissed have been
finalised.

6.2.17 Statement under paragraph 155AA(4)(c)
indicating ready to proceed

When the advise is received within the 28-day time limit, advising that the
matter is ready to proceed to hearing, at the ‘Dismissal Maintenance’ window,
in the *S155AA’ tab, enter the date in the field ‘Date 155AA Response
Received’ and make a notation in the field ‘Applicant’s Response’. Place the
date in the field “‘Dismissal Action Completed’ and save the record.

3 Dismissal Maintenance

Applicant: Samuel Abraham Marks
Stage: Dizmizzal Action

YREB Registration No'  [EER R

S155AA | 515548 |

Date 15542 Matice Sent |1EJan 2002
Date 155424 Response Received |3EI Jan 2002

Applicant's Responze

Certificate of readiness received. ;I

5

Feazonable Explanation Letter Sent I
Dizrizzal Action Complated |31 Jan 2002

Exit |

‘Save’ the record and the user is prompted to proceed to the ‘Matters
Maintenance’ window. Select ‘OK’.

Dizmizzal Maintenance E

Pleasze proceed to the Matters Maintenance window after saving thiz data.

The user is then prompted to blank out the “PNR” date. This should be blank
but still select Yes.

Update Party Mot Ready B

Thiz action will blank out the D'ate that Parties Advize they are Mot Ready To Proceed, Do pou want
to continue?
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At the next message select ‘OK” and proceed to the ‘Application Dates’ tab.
Dizmissal Maintenance
The Dismizzal data has been successfully zaved. Pleaze proceed o the Matters Maintenance

witidow [for finalized matters) or add a lizting queus inzertion date for cazes which are ready to be
lizted.

At the field ‘COR Receipt’ put the date.

% Application Maintenance M= B3
l P . e Applicant 5amuel Abraham Marks
VRE Registiation No' [RCTARES = it
[ AdmnMattes | Dismissal | AAT | s
Applicant T Veteran T Application Matters
- Date of
Commission Decision |El2 Dec 1999 DVA Lodgement |22 Dec 1999
— Date that the 5137 Report was — Adminigtrative Matter ltems
Received by the VRB |09 Feb 2000 |5 there Confidential Infarmation? r
Sent out to the FIepresentalivel |5 any information under Section 148(64) required? v
r~ Date that the
§148 was Sent [10Feb 2000 | 5148 Action Completed [03 Apr 2000 5148 Fallow Up Action Occurred [17 Mar 2000

i~ Miscellaneous Dates
Date that Parties Advise they are Not Ready to Proceed I Application Finalisation I
COR Receipt [31Jan 2002 Resubmission| [ | J=i
New | Save | Delete | Notes | Hearing F'_repl Hearing | Letters | Exit |

Go to the *Application’ tab and put the date into the field ‘Listing Queue
Insertion Date’. Check that attendance details are still correct and ‘Save’ the

record. -
% Application Maintenance M= E3
. L o8 HE Applicant 5amuel Abraham Marks
W 19,1 =
VB Registiation No' | YRR =] Stge:_ ProLis
[ AdmnMatters | Dismissal | AAT | 5152 | s31
Applicant T Veteran ] Application r Apphcation Dates I Matters ]
= Th ion is bei sed by
0 s-appﬁl:allon s i yJ Date of 5149 Action ]—
egistiy | TAS ¥ | Current Responsibility IGHB
Date of 5151 Action ]
 Application Origin / Transfer D etais 1 Archive Details -
Date |
Type |New Registiation s Dat.e of 73 Aug 2000 =
I J Action | .J Lucation|
 Altendance Details |
Type |In absentia j Representative I EI E’
i Listin
g Queue Veteran Deceased? r
Priority ILow | Listing Queue Insertion Da!e|31 Jan 2002
Restrict Application r
New Delete | Notes | Hearing Prep | Hearing Letters Exit
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The system then displays the message box “Do you want to record Hearing
Preparation information?’. Select Yes and enter the ‘Location’ of the hearing,
then any special hearing requirements.

Application Maintenance

Do you want ta record Hearing Preparation infarmation?

Select the ‘Letters’ button and generate letter L63 ‘Section 155AA letter as a
result of 155AA(4) letter sent — sI55AA answer received-hearing requested’.
Generate letter L81 “Listing Instructions’.

6.2.18 Response does not satisfy 155AA(4)(c) — not from
an authorised agent

At the *Application Maintenance’ window, depress the ‘Notes’ button and
make a suitable note. ‘Save’ the record and depress the ‘Letter’ button,
generating letter L66 ‘Letter to Representative’s Request — Unauthorised
Request for Listing’. As this is not a response that is acceptable to the Board,
no entry is made in the ‘Dismissal’ tab.

% User Entered Notes

Applicant; 5amuel Abraham Marksz

“RB Registration Mo'  iskEiiELs T )
Stage: Dizmizzal Action

The response received in relation o the letter zent under ;I Other Applications
#15084(4] iz not from an agent authonized under =155448]4]c).

LI Click on those applicationz which need
to have these notes applied.

E xit |

6.2.19 Reasonable explanation under subsection
155AA(6)

At the ‘Dismissal Maintenance’ window, ‘S155AA’ tab, at the field ‘Date
155AA response Received’ enter the date. The system creates a system note.
In the field ‘Applicants Response’ make a suitable entry. In the field
‘Reasonable Explanation Letter Sent’ enter the date that letter L63 “Section
155AA letter as a result of 155AA(4) letter sent — s155AA(6) answer received
is reasonable letter to app’ is sent.
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3 Dismissal Maintenance

Applicant: Samuel Abraham Marks
Dizmizzal Action

T93/1955

YREB Registration No'
Stage:

S155AA | 515548 |

|1 E.Jan 2002
|3EI Jan 2002

Date 15542 Matice Sent
Date 15544 Responze Received

Applicant's Responze

Applicant iz too il to prepare his case.

[21Jan 2002
I

Feazonable Explanation Letter Sent

Dizmizzal Action Completed

Save | Exit |

The system asks about updating the “PNR” date, select Yes.
Update Party Hot Ready

Thiz action will update the Date that Parties Advize they are Mot Ready To Proceed date to today's
date. Do you want to continue?

% Dismissal Maintenance

T393/1355

WHEB Registration No'

Applicant: 5 amuel Abraham Marks

Stage: Dismissal Action

S15548 |

515548 |

D ate 15544 Motice Sent
Date 15544 Responze Received

Applicant's Responge

|1 B.Jan 2002
ISD Jan 2002

Applicant iz too il to prepare his case.

||

Dizmizzal Action Completed

Fieazonable Ex=planation Letter Sent

|31 Jan 2002
|31 Jan 2002

Save |

Exit |

‘Exit’” and the system populates the field ‘Date that Parties Advise that they
are Not Ready To Proceed’ with that date. Depress the ‘Letter’ button,
generating letter L63 “Section 155AA letter as a result of 155AA(4) letter sent
—s155AA(6) answer received is reasonable letter to app’.
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6.2.22 Dismissal under subsection 155AA(7)

If the Registrar considers that the response to the 155AA(4) letter was not
reasonable, after the Registrar has produced the Reasons for Dismissal, at the
‘Dismissal Maintenance’ window, ‘S155AA’ tab, at the field ‘Date 155AA
response Received’ enter the date. The system creates a system note. In the
field “‘Applicants Response’ make a suitable entry. Enter the date dismissed in
the field ‘Dismissal Date’. ‘Save’ the record and “Exit’ the window.

% Dismizzal Maintenance

Applicant. Samuel Abraham Marks
Stage: Dizmizzal Action

WRE Reqistration Mo' R

S1554A | S15eB |

[ ate 15544 Notice Sent I‘I 6 Jan 2002
Date 15544 Response Received IBDJan 2002

Applizant's Hesponze

The responze from the applicant iz not reasonable and the application is dismissed, ;I

|

Reasonable Explanation Letter Sent I
Digmigzal Action Completed |3‘| Jan 2002

E xit |

The user is asked to blank out the “PNR” date. Select Yes.

Update Party Not Ready

Thiz action will blank out the D'ate that Parties Advize they are Mot Ready To Proceed, Do pou want
to continue?

The user proceeds to the ‘Matters Maintenance’ window. Select the matter(s)
to be dismissed and at the *‘Matter Results’ field combo box select *‘Dismissed
Section 155AA(7)’ then tick the ‘Matter Finalised’ field. ‘Save’ the record and
select the “Next’ button to go to the next matter to be dismissed.

# Matters Maintenance

WRE Registration Mo' T93/1955 Applicant; $amuel Abraham Marks
Stage:
Cornrnizzion Decizion Type IEntitIement 'l Rating ID
Penzion F ate Linder =
Review I J
tatter |ssue Iischaemic heart diseaze j o |
Matter Result I Dismiszed Section 15544(7) j
Decigion :l
=
Comments ;I
=
il Sdinurried Matten Fublished &
MNew Save | Delete | Previous I et | Exit |
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Proceed as above until all matters to be dismissed have been finalised. Save’
the record and depress the ‘Letter’ button, generating letter L63 *“Section
155AA letter as a result of 155AA(4) letter sent — sS155AA(7) answer received
not reasonable — dismissal letter to app.

6.2.24 Notices under subsection 155AB(4)

If after 3 months from the date of notification that the Registrar had
considered that the applicant’s response to the 155AA(4) letter (or previous
155AB(4) letter) was reasonable, in the ‘Application Maintenance’ window,
select the ‘Dismissal’ tab and depress the ‘Add’ button. The user is taken to
the ‘Dismissal Maintenance’ window. Select the S155AB tab and go to the
field ‘Date 155AB Notice Sent’. Enter the date, ‘Save’ the file and the system
modifies the resubmission date to the date + 30 days, blanks out the “PNR”
date and creates a system note. Generate a standard letter L64 ‘Section
155AB(4) letter’. Include the form RV6:8 with that letter. (Please note this
process is similar to 6.2.9.)

6.2.26 Dismissal under subsection 155AB(5)

If no response is received after 28 days, after the Registrar produces the
Reasons for Dismissal’ and generates letter L65 “Section 155AB letter sent as
result of 155AB(4) letter sent — s155AB(5) answer not received —dismissal
letter to app’. Enter the date dismissed in the field ‘Dismissal Date’. ‘Save’ the
record and the user is prompted to proceed to the ‘Matters Maintenance’
window.

Select the matter to be dismissed and, at the “Matter Results’ field combo box,
select ‘Dismissed Section 155AB(5)’ then tick the ‘Matter Finalised’ field.
‘Save’ the record and select the “‘Next’ button to go to the next matter to be
dismissed. Proceed as above until all matters to be dismissed have been
finalised. (Please note this process is similar to 6.2.14.)

Statement under paragraph 155AB(4)(a) indicating ready
to proceed

When the advise is received within the 28-day time limit, advising that the
matter is ready to proceed to hearing, at the ‘Dismissal Maintenance’ window,
in the ‘S155AB’ tab, enter the date in the field ‘Date 155AB Response
Received’ and make a notation in the field ‘Applicant’s Response’. Place the
date in the field ‘Dismissal Action Completed” and ‘Save’ the record.

The user is prompted to proceed to the “Matters Maintenance” window. Select
‘OK”.

The user is then prompted to blank out the “PNR” date. This should be blank,
but, still select “Yes”.

At the next message select ‘OK’” and proceed to the ‘Application Dates’ tab.
At the field ‘COR Receipt’ put the date. Go to the ‘Application’ tab and put
the date into the field ‘Listing Queue Insertion Date’. Check that the
attendance details are still correct and ‘Save’ the record. The system displays
the message “Do you want to record Hearing Preparation information?”.
Select Yes and enter the location of the hearing, then any special hearing
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requirements. Select the ‘Letters’ button and generate letter L65 “Section
155AB letter sent as result of 155AB(4) letter sent — s155AB answer received
—hearing requested’. Generate letter L81 ‘Listing Instructions’. (Please note
this process is similar to 6.2.17.)

Response does not satisfy 155AB(4)(c) — not from an
authorised agent

At the ‘Application Maintenance’ window, depress the ‘Notes’ button and
make a suitable note. ‘Save’ the record and depress the ‘Letter’ button,
generating letter L66 ‘Letter to Representative’s Request — Unauthorised
Request for Listing’. As this is not a response that is acceptable to the Board,
no entry is made in the ‘Dismissal’ tab.

Reasonable explanation under subsection 155AB(6)

At the ‘Dismissal Maintenance’ window, ‘S155AB’ tab, at the field ‘Date
155AB response Received’ enter the date. The system creates a system note.
In the field ‘Applicants Response’, make a suitable entry. In the field
‘Reasonable Explanation Letter Sent’, enter the date that letter L65 ‘Section
155AB letter sent as result of 155AB(4) letter sent — s155AB(6) answer
received is reasonable letter to app’ is sent. The system asks about the “PNR”
date, select Yes.

Place the date in the ‘Dismissal action Completed’ field and save the record.
‘Exit’ and the system populates the field ‘Date that Parties Advise that they
are Not Ready To Proceed’ with that date. Depress the ‘Letter’ button,
generating letter L65 mentioned above ‘Section 155AA(6) Letter’. (Please
note this process is similar t0 6.2.19.)

Dismissal under subsection 155AB(7)

If the Registrar considers that the response to the 155AB(4) letter was not
reasonable, after the Registrar has produced the Reasons for Dismissal, at the
‘Dismissal Maintenance’ window, ‘S155AB’ tab, at the field ‘Date 155AB
response Received’ enter the date. The system creates a system note. In the
field “‘Applicants Response’ make a suitable entry. Enter the date dismissed in
the field ‘Dismissal Date’. ‘Save’ the record and “‘Exit’ the window.

The user is asked to blank out the “PNR” date, select Yes.

The user proceeds to the ‘Matters Maintenance’ window. Select the matter(s)
to be dismissed and, at the *‘Matter Results’ field combo box, select
‘Dismissed Section 155AB(7)’ then tick the ‘Matter Finalised” field. ‘Save’
the record and select the “Next’ button to go to the next matter to be dismissed.
Proceed as above until all matters to be dismissed have been finalised. “Save’
the record and depress the ‘Letter’ button, generating letter L65 *Section
155AB letter sent as result of 155AB(4) letter sent — s155AB(7) answer
received not reasonable - dismissal letter to app’. (Please note this process is
similar to 6.2.22.)



SAM User Manual 4.0.1 Page 48

Review by Administrative Appeals tribunal

Select the ‘Application Maintenance’ window, ‘AAT’ tab and enter the
appropriate dates in the fields: ‘AAT Application No.” and ‘Date 29(11)
Notice Received’. As there was no “VRB Hearing Date’ make no entry in this
field. Tick the field boxes in “VRB Responsible for Report’ and ‘Is this an
appeal against a dismissal?’. ‘Save’ the record and the system creates a system
note about the receipt of the application to the AAT. When the section 37
document is prepared for the AAT and sent to the parties, at the field * Date
S37 Report Sent to AAT’, enter the date the document was sent. The VRB File
is forwarded to the Executive Officer and a system ‘Note’ made about that file
movement.

The Administrative Assistant in the Principal Registry is responsible for
completing any further entries on the ‘AAT’ tab.

% AAT Maintenance

VRE RegisiationNo' | ECIIEeg RIS SELITE G e LRI L L &

Stage: Application Finalised
AAT Application Mo' |T2DD2£1 g9
Date 29(11] Motice Received 20 Jun 2002 WHRE Hearing Date I
YRE Responsible for Repart i Conference D ates
Date 537 Report Sent ko AAT |3U Jun 2002 |
Date of Statement of |zzues I I LI
Date of Statement of Facts & Contentions I
Date of A4 Hearing I— Iz thiz an appeal against a dismissal? W
Besult Date I Iz there an appeal ta the Federal Court? [~
A48T Results Comments

Delete | Exit |

6.2.30 Action following AAT decision to set aside
dismissal

S155AA(5), S155AB(5)

If the AAT decides that the applicant did not receive the notice under sections
155AA(4) or 155AB(4) or for some reason the 28-day time period had not
expired, the matters must be reinstated and restored within SAM. If the matter
is over 2 years old procedures set down in the Operations Manual at 6.2.28
and 6.2.29 are to be followed.
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Restoration

Only users who have security status of ‘Administrator’ can perform
Restoration of an application.

If you know the file number, enter this in the field the “VRB Registration No’.
This should bring up the finalised application.

If you do not know the number, at the *Application List” window depress the
‘Criteria’ button. This brings up the ‘Criteria Window’. In the field
‘Application Status’, select ‘Finalised’ from the combo box. Place the
applicant’s surname in that field and depress ‘OK’.

5 Criteria Window

Applicant T Weteran T Application T Bepresentative ]

YRE Registration No' I Applicant Surname Imarks
D, File Na' I Weteran Surname I
Application Status IFinaIised 'I AAT Application Mo' I

LClear | Ok | LCancel |

Detail of the applications populates the ‘Application List’. Select the
application and depress the ‘OK’ button.

In the ‘Application Maintenance’ window, ‘Application’ tab, at the field
‘Application Origin” “Type’ in the combo box, select ‘Restored application’.
The system asks if you really want to restore the application, select Yes.

Applhcation Maintenance E

Do you really want to restare thiz application’?

% Restore Application

Flease enter a reason for restaring this application. This reason will be
written to the applications notes.

The AT directed that the application be reinstated)] ;I

Sawe | E it |
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The application is then restored, but has no stage and so cannot be saved at
this point.

F Application Maintenance = =]

VEE Resistation No' IEE D Applicant: Samuel Abraham Marks
egistration Mo’ JEEEESE]

Stage:
[ AdmnMatters | Dismissal | AAT | 5152 1 531
Applicant T Weteran T Application! T Application Dates T Matters
Thiz application iz being processed b
Regi I " yJ I— Date of 5149 Action |
eqistry | TAS ¥ | Cument Responzibility
| Date of 5157 Action I
Application Ongin / Transfer Details | &rchive Details
Date |
- Date of
Type [Restored aote ol 31 fug 2000 ) -
Aftendance Details
Type Ilnahsentia ;] R epresentative I EIQI
Listing Queus |
Veleran Deceased? [
Priority |Law v]| Listing Queue Insertion Date] ‘
Riestict Application [
MNew | Save | Delete | Nates | Hearing Prepl Hearing | Letters | Ezit |

Place the date in the field ‘Parties advise that they are Not Ready to proceed’.
Go to the “Matters’ tab and delete the ‘Matter Result’” for each matter that was
dismissed. The applicant should then be approached about a hearing date.

Withdrawal
Any request for withdrawal following either the S155AA(4) or S155AB(4)

letters should be treated as per procedures outlined in Chapter 11 of the
Procedural Manual and outlined in 11 of this manual.

S155AA(7), S155AB(7)

If the AAT decides that the statement provided by the applicant is reasonable,
the matters must be reinstated and restored within SAM (see note above).
Procedures set down in the Operations Manual at 6.2.30 are to be followed.

See the example screens for SI55AA(5), S155AB(5) above.

% Restore Application |

Flease enter a reason for restoring this application. This reasan will be
wiitten ta the applications notes.

The 44T has determined that the reazon for the dismizzal of the application shnuld;l
hawe been considered reazonable and has directed the Board to hear the

application. LI

[ save | EL*' E it ||
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6.3 Deceased Applicants
Should the veteran be deceased prior to the application being received by the
Department, follow the procedure laid down in 1.2.6 under “Veteran tab’ of
the Operations Manual.
If the veteran was deceased prior to the application being raised, add the date
of death on the *Veteran’ tab in the ‘Date of Death’ field. This action should
only be used for new registrations.

Check that the applicant has the power to apply for a review under the Act.

6.3.3 Receipt of death notification
The deceased is the VETERAN

On receipt of advice of the death of an applicant the user opens the ‘Admin
Matters’ tab in the ‘Application Maintenance’ window. To begin a new
‘Admin Matter’ double click on a blank line or select the ‘Add’ button.
[amended November 2002]

3 VRB - System for Application Management

File Beports Maintenance Hearng  Miscellansous  Help

3% Application Maintenance

Applicant: Stewen A Millar

Stage: Party Mot Ready

Weteran Application T Application D ates T Matters
Dismiszal AT | 5152 1 531

Adriniztrative Matter Type | Date Commenced | Date Completed | Comments

| |

Hew | Save | Delete | Motes |HearingF'[ep| Hearing | Letters | E it |

Ithunti Edministrator ITAS Iaasam Ianalac‘l I [Acceptance]
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A selection box appears, select ‘Death’ and depress the *‘OK’ button.

i alidity

" Confidential Information
= 5145[EA)
O Cancel

The user is taken to the ‘Death’ tab and at the field ‘Date of Death’ enter the
appropriate date. In the field ‘Date S126 Request to DVA’, enter the date. The
system populates the ‘Date of Death’ field on the “Veteran’ tab, changes the
‘Applicant’s Relationship’ to ‘S126 Action Pending’, sets a resubmit day to
today +35 days [select “Yes’], asks if the user wishes to generate a standard
letter L67 “Letter to Department requesting S126 action’[select “Yes’ and print
the letter], removes any PNR date, and writes a system note.

% Administrative Matters

Applicant: 5k A Mill
WHEB Registration No' ADD/D456 A= even rar

Stage: Party Mot Ready

Genersl | Death |  Vaidty |  Confidenfil |  148(84)

Yeteran's Date of Death IEI?' Aug 2000
Date 5126 Reguest to D |3|:I Aug 2000
LPR Identified IM vl

Administrative Hearing Date I

Administrative Hearing Results I j
Comments
Sawe | Delete | E it |
DVA Advise LPR [ <]

Thiz action will blank out the s the Applicant the Veteran' field and modify the ‘Applicant ™ eteran
Relationzhip' field to be 'S126 Action Pending'. Do pou want to continue?
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Update Resubmission Date B

Currently, the resubmission date iz 30 Jul 2000, “Would you like to update the resubmizsion date ta
be 06 Oct 20007

vibSAM Confirmation Message

@ whould you like to create the following letter - Section 126 Reguest ta the Department?

Update Party Mot Ready

Thiz action will blank out the Date that Parties Advise they are Mot Feady To Proceed. Do you want

Lo continue?
- Mo |

Exit the ‘Death screen’ and the following screen appears

3 VRB - System for Application Management

Page 53

File Beport: Maintenahce Hearing  Mizcellaneous  Help

3 Application Maintenance

Applicant; Steven A Millar

YRE Registration Mo' FIIEIEEE B‘I oy Admin Action
age:

f Applicant T Weteran T ALpplication T Application D ates T

Admin Matters | Dismissal Il AAT | 5152

I

Adminigtrative batter Tupe | D ate Commenced | [ate Completed | Comments

Death 10 Aug 2001

e |

Delete | Motes |HearingF’18p| Hearing |

Letters |

|thunti lﬁdministlator |TAS |aasam |anatac1

| [Acceptance]

Where the deceased applicant is NOT the veteran

Go to the Admin Action tab and add a ‘New’ ‘General’ matter. Enter the date
in the field ‘Date Commenced’, make a note in the ‘Comments/Results’ field
regarding the need for s126 action for the applicant who is not the veteran.
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3 Administrative Matters

Applicant: Sandra Al M atth
YRE Registration No' FALIEEE Lt (B L LS

Stage:  Admin Action
General | Death | WVaidty |  Confidenil | 148(64)

Date Commenced IU-_"' Feb 2000
[ate Completed I—

Administrative Hearing Date I

Administrative Hearing Results I j

Comments

The widow [who iz also the applicant] died on 29 Januarg 2000, 5126 action haz begun to identify an LPR. ;I
=

Delete | Exit |

Save the Admin Matter and go to the ‘Veteran’ tab. Change the relationship to
*S126 Action Pending’.

Applicant: Sandra Alison Matthews
Stage: Admin Action
[ AdmnMaters | | iT 1 5152 | 531
Applicant T T Application T Application Dates T I atters
D LN |10000002 IF_'rI DV File Mg! | T%%20000001
Surmanme IMatthews Given Names ISimon Aliztair Title IMI j
Date of Death |U4 Jul 1933
Applicant's Relationship |5'| 26 Action Pending ﬂ
Service | Service Rendered | Datex of Service Other Applications | Date Finalised
Hew | Save | Delete | MHotes | Hearing Prep | Hearing | Letters | E xit |

Go to the “‘Applicant’ tab and in the ‘Comments’ field say that the applicant is
deceased and also note their date of death in this field. This will ensure that the
veteran’s date of death is retained on the “Veteran’ record.
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=

Applicant: Sandra Alison Matthews

|5 the Applicant the Yeteran? [

29 January 2000,

| |

Stage: Admin Action
[ AdmnMaters | Dismissal | AbT 1 5152 | 531
Applicant Weteran T Application T Application D ates T Matters
Surname IMatthews Given Mames ISandra Alizon Title IMrs ﬂ B’I

Address |99 Termier Place Telephone IDS E429 55876 [Hame]
|Dog Flat I [wfork]
I | [Mobile]

State T&5 - Paozteode |?1 99 I (Fax)

Emnail Other Applications | Date Finalised

Address

Caormments | The widow [wha iz alzo the applicant] died on ;l

Delete MHotes

|HearingF‘18p| Hearing |

Letters | E it |

6.3.5 Receipt of Commission advice

The deceased is the VETERAN

LPR identified or Repatriation Commission appoint a person in place of the

LPR (this applies only where the deceased veteran is also the applicant)

[amended November 2002]
On receipt of the advice from the Department,

identifying a person who can

continue the application, at the ‘Death’ tab, in the field ‘LPR Identified” from

the combo box select Yes.

% Administrative Matters

Applicant; Steven A Millar

WHEB Registration No' AQD/0456 ) )
Stage: Admin Action
Genersl | Death |  Vaidty |  Confidenfil |  148(84)

II:I? Aug 2000
Date 5126 Reguest to D |3|:I Aug 2000

LPR |dentified

Yeteran's Date of Death

Administrative Hearing Date I

Administrative Hearing Results I

Comments
| [-|
=
Sawe Delete E it |
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Exit the Admin matter and the following message appeatrs.

vrb5AM Confirmation Message E

@ Do vou want to save vour changes befare proceeding?

Ho
Select “Yes”

@ Thiz action will delete the applicant's data from the application. Do you want to continue?

Select “Yes”
vrhSAM Confirmation Message

@ Wiould pou like to update the Besubmizgzion date to be 10 Feb 20037

Mo |
Select “No”

@ The Administrative Matter data has been succesziully zaved.

Select “OK”

The System will tell you that no stage can be determined.
vibSAM Validation Error

Q Mo stage can be determined. Pleass review data,

Click OK and go to the Application Dates tab. Put the date in the field *Date
that Parties Advise that they are not ready to proceed’. The system asks for a
resubmission date confirmation. Select “Yes”
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vrb5AM Confirmation Mezzage E

@ Would you like to update the Rezubmizsion date to be 11 Jan 20037

Mo |
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Go to the “‘Applicant tab’ and enter the details of the LPR. When the system

asks is the LPR is the same as the veteran, select “No”.

Go to the “Veteran tab’ and enter either “Legal Personal Representative” or

“Person Approved” as the case may be.

= VRE - System for Application Management

File Beports Maintenance Hearng  Miscellansous  Help

# Application Maintenance

o T Applicant: John Millar
WFE Registration Mo EYIIRES

=

Stage:

[ Admin katters

I I

Dizmizsal AAT

I

5152

I

531

Applicant I T T

Yeteran Application

Application D ates T

Matters

DyA LN [10000003

El DWA File Mo | TX30000001

Surname IMiIIar Given Mames

ID? Aug 200

ISteven &

Date of Death

[

Title [Mr

Applicant's Felationship | Legal Personal Representative

[

Deendant Child

Service | Service Rendered

. D ate Finalised

Hew | Save | Delete | Motes |HearingF'[ep| Hearing | Letters |

Ithunti Edministrator ITAS Iaasam Ianalac‘l I [Acceptance]

E it |

Select the ‘Letters’ button and the letter ‘L761 LPR after S126 Action’. Print
the letter and select the ‘Letters’ button again, this time selecting ‘L313
Applicant’s Advice form’. Send both forms with a reply paid envelope to the

LPR.

3 Letter Menu List

Letter Name | Template Mame | Description :I

LE1 LE1.dot Further Action - Mo Fesponse to 3148 Letter

Lm L. dot General Letter

L7 L71.dot Hearing Attendance

L1 L27 dot Invalid Application

LE? LEY.dat Letter to Department Requesting section 126 Action

LEE LEE. dat Letter to Representative - Unauthorized Request for Listing

LE12 LE12 dat Lifestyle Questionnaire Letter —I
L&1.dat Listing Instruction:

LPR after B action

Offering Releasze of Confidential/Prejudicial Materal to Rep
Rejected Application

Fepresentative nominated by Applicant

Plmmim et G bt e

1447 do

o
Ok | LCancel |
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Where the deceased applicant is NOT the veteran

When a will is received or a person is approved to continue the application, go
to the Admin tab and select the ‘General” matter. Add the date to the ‘Date
Completed” field, make an entry about the person continuing the application
and save the tab.

% Administrative Matters

Applicant: Seth Augustus Millar
Stage: Await 5148 Reply

Gereral | Death |  Vaidty | Confideniial | 148(R4

Weteran's Date of Death IDT-" Aug 2000
Date 5126 Reguest to Dvia |3E| Aug 2000

LFR |dentified Yes -

WHEB Registration No' ADD/D456

Adminigtrative Hearing Date I

Adminigtrative Hearing Resultz I

Comments
The braother of the deceaszed is the LPR.

Sawe | Delete | E it

\_I'_I;I;

Go to the Applicant tab, enter the new applicant details, then proceed to the
‘Application Dates’ tab. At the field ‘S148 was Sent’, enter the date. Remove
any PNR or COR date and save the record. The system modifies the
resubmission date to the current date + 35 days and makes a system note.
Generate letter L311 “Section 148 — Australian Application” and amend that
letter to reflect the new applicant.

6.3.7 No LPR identified, or LPR does not respond or
wish to continue

The deceased is the VETERAN

If the Repatriation Commission is not able to appoint any person under section
126, or to find an LPR, at the ‘Death’ tab, in the field ‘DVA advise LPR’ from
the combo box select “No’, make a note about the inability to appoint a person
to continue the application, and ‘Save’ the record.
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% Administrative Matters

Applicant; Steven A Millar
Stage: Await 5148 Reply

WHEB Registration No' ADD/D456

Gereral | Death |  Vaidty | Confideniial | 148(R4

Weteran's Date of Death IDT-" Aug 2000
Date 5126 Reguest to Dvia |3E| Aug 2000
LFR |dentified IM vl

Adminigtrative Hearing Date I

Adminigtrative Hearing Resultz I

Comments

The Cormizsion iz hot able to identify an LPR of appaint a person to continue the application.

Sawe | Delete |

E it

\_'I'_I;I;
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Select the “Matters’ tab and for each matter associated with the application in
the field ‘Matter Results’ select from the combo box ‘Lapsed Other’ and tick
the field ‘Matter Finalised” before saving the record. Notify the Department

and the Repatriation Commission.

3 Matters Maintenance

WRE Registration Mo’ AQD/D45E Applicant Slew.ten A _HI"a'
Stage:  Admin Action
Commizzion Decizion Type IEntitIement j Rating ID
Penzion Rate Under -
Review I J
Matter lssue Icalaracl ﬂ o |
Matter Flesult ILapsed Other ﬂ
Decizion ;I
Commnents ;I
vl Ediourred batten Pillished 7
Hew | Save | Delete | Previous | I gt | E xit |

Where the deceased applicant is NOT the veteran

If the Repatriation Commission is not able to appoint any person under section
126, or to find an LPR, at the ‘Admin Matters’, ‘General’ tab, place the date in
the field ‘Date Completed’, make a note about the inability to appoint a person

to continue the application, and ‘Save’ the record.
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% Administrative Matters

Applicant: Sandra Ali M atth
WHEB Registration No' PR SCTR [ AN Ll

Stage: Admin Action

General | Death | Valdy | Confidenial | 148(64)

Date Cornmenced ID? Feb 2000
Date Completed ID'I Sep 2000

Adminigtrative Hearing Date I

Adminigtrative Hearing Resultz I

Comments

Kl

application.

The Carmmizsion kaz nat been able to identify an LPR, nor find a person to appaint the continuation of the

| 11

Sawe | Delete | E it |
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Select the “Matters’ tab and for each matter associated with the application in
the field ‘Matter Results’ select from the combo box ‘Lapsed Other’ and tick
the field ‘Matter Finalised” before saving the record. Notify the Department

and the Repatriation Commission.

3 Matters Maintenance

VB Registration No Applicant: Sandra Alison Matthews
Stage: Pre-Contact

Commizzion Decizion Type IEntitIement j Rating ID

Penzion Rate Under -

Review I J

M atter lzsue Iwar widin's pension ﬂ o

Matter Flesult ILapsed Other ﬂ

Decizion ;I

Commnents ;I
vl Ediourred batten Pillished 7

Hew Save | Delete | Previous I gt | E xit
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7 Listing Applications for Hearing

Administrative Matters

Where an administrative matter (other than for the issue of validity, see
below), requires a Board panel to determine a specific issue under the Act, but
not the substantive matter of the application (eg. release of confidential or
prejudicial information; supplementary S152 request; consent to withdraw), at
the Administrative Matters’ window, select the appropriate issue tab. Place the
appropriate date entries in the field ‘Administrative hearing Date’.

% Administrative Matters

VRE Registration No' T351955 Applicant: 5amuel Abraham M arks

Stage:  Admin Action

Geneidl | Do | Vdidw | Confidential | 148[E4)

Reguest Release to Author Date |1 0 Feb 2000
Author Response IHeIease Part Only 'l
Action Completed Date I

Administrative Hearing D ate |03 Apr 2000

Administrative Hearing R esults | j
Comments
| |
=
Save | Delete | E it |

The details of the issues should be included in a file note and the VRB file
given to the Senior Member of the next available panel. Wherever possible the
panel should include any members who have previously sat on the application.
Only one administrative matter should be given to a panel each day.

When the panel has made a decision on an administrative matter, enter the
Administrative Hearing Results of the Board, include any relevant comments
and place the date in the Admin Action Completed field. Save the record. The
system creates a system note.

% Administrative Matters

Applicant: 5amuel Abraham M arks
Stage:  Await 5148 Reply

Geneidl | Do | Vdidw | Confidential | 148[E4)

Reguest Release to Author Date |1 0 Feb 2000
Author Response IHeIease Part Only 'l
Action Completed Date |U4 Apr 2000

WRE Registration No' T99/1955

Administrative Hearing D ate |03 Apr 2000

Administrative Hearing R esults |Helease Confidential/Prejudicial | nformation

Comments

FRelease all but paragrah 2 from the one page letier of D Cutter ]

Save Delete E it

\_I;I;I;
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Validity

An administrative hearing involving the issue of validity is always a live
hearing and so, after hearing the issue of the validity of the application, the
Board can adjourn the hearing, decide on the validity issue, then reconvene. If
the Board decides that the application is not valid, the hearing will end and
reasons will be written. If the decision is that the application is valid, the
Board will proceed with the hearing of the substantive matter. An application
involving validity is listed in the same manner as the hearing of a substantive
matter (see below).

7.3 Listing of applications
Pre-List

Before an application can be listed for hearing, on the ‘Application’ tab the
‘Hearing Attendance’ field must be completed and on the ‘Application Dates’
tab the *COR Receipt’ field must be completed. Saving a date to the *COR
Receipt’ field generates the following vrbSAM Confirmation Message.

vrb5AM Confirmation Message [ ]

@ wiould pou like to update the Listing Queue Ingertion date to be 06 Moy 20007

Select Yes, and the system creates a Listing Queue Insertion Date and the
following vrbSAM Confirmation Message message appears.

vrthSAM Confirmation Message 1]

@ whould you like to create the following letter - Listing Instruction?

Select Yes and the system generates the Listing Instructions document. Print
the document and place one copy on the file, a second copy can be placed in a
“Ready to List” folder if required.

Save the application and the following vrbSAM Confirmation Message
message appears.

vibSAM Confirmation Message

@ Do you want to record Hearing Preparation information?

Select Yes and the system opens the Hearing Preparation window.



SAM User Manual 4.0.1 Page 63

Enter any information about the attendees, their requirements, and the location
of the hearing. It is essential that on the ‘Reqts’ tab the Location of the hearing
is selected from the combo box, all other fields are optional.

% Hearing Preparation Maintenance I

Applicant: 5 amuel Abraham Marks
Stage: Pre-List

WRE Registration Mo' e

Beqts T LCommizsion T Members ]

Applicant Unavailabiliy Date Range |N0t before 1 October 2000

Specified Hearing Day ¥ Mon ¥ Tue W wed ¥ Thu ™ Fi
Specified Hearing Time I
Board to Arange Transport Mo -
Location I Haobart j
Special Instructions

Save | Delete | Exit |

On the ‘Commission’ tab only enter details if the Repatriation commission
advise that they are attending (see 7.5 of the Operations Manual).

% Hearing Preparation Maintenance I

Applicant: 5 amuel Abraham Marks
Stage: Pre-List

WRE Registration Mo' e

tembers ]

Commizzion dttending r

Commiszion Representative I

Save | Delete | Exit |

If there are any Included Members or Excluded Members, on the ‘Members’
tab select ‘Add’ and the Select Hearing Preparation screen displays.
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% Select Hearing Preparation .. =] E3

Pleaze choose which type of member to recaord

" Excluded Member

Ok LCancel |

If a Member is to be included, if possible, in any future hearing of the
application, select the Included Members option and select ‘OK’. Select the
names of the members from the Member List. All Members involved in an
adjourned hearing must be included in this area.

If a member is to be excluded select the Excluded Members option and select
‘OK’. . Select the names of the members from the Member List. All members
who have heard the substantive matter before, or who, for any reason, cannot
be impartial in their determination of the matter must be included in this area.

If there are no members in either category leave the tab clear. (See 13.3 of the
Operations Manual).

% Hearing Preparation Maintenance

Applicant: Simone Alice Malcolm
Stage: Pre-List

WRE Registration Ho' EUEEEE]

Renqts T LCormmiszion T Members ]

Included Member Excluded Member

M awwell, 5 andra dlizon

L

ElEE

Save | Delete | Exit |

Save the record.

Listing an application to a Panel

When the application is ready to be listed before a panel of the Board, from
the main menu select Hearing, Listing and the Listing Maintenance window
opens.
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3 Listing Maintenance

Reqgistry I Tas hd I

Itinerary
Reference

o I - .

‘week Mo’ I 'I

— Pre-List Applications

Please Enter 'List Applications Criteria’

List &pplications Criteria
List applications From

Ml
Sort by

I Pricrity v l

Panel 1 T

Panel 2

T Panel 3 T

Panel 4

Save

Check

KIS

ol

Apply |

Select the Itinerary Reference picklist button and the Itinerary List appears.

% Itinerary List |
Feference |From Date [ ToDate | Status [Motes |
ao/0v AT Jul 2000 |01 Sep 2000 | Approved | Data Cor
00/06 26 Jun 2000 | 28Jul 2000 | Approved | Data Cor
00/05 22 May 2000 | 23Jun 2000 | Approved | Data Cor
0o/04 17 Apr 2000 |19 Mayp 2000 | Approved | Data Cor
0o/03 13 Mar 2000 |14 Apr 2000 | Approved | Data Cor
ao/02 07 Feb 2000 |10 Mar 2000 | Approved | Data Cor
ao/01 03Jan 2000 |04 Feb 2000 | Approved | Data Cor
9310 15 Mow 1999 |17 Dec 1999 | Approved | Data Cor
93/09 11 0ct1999 |12 Mow 1999 | Approved | Data Cor
93/03 06 Sep1939 |08 0ct1993 Approved | Data Cor
93/07 02 Aug1999 | 035ep 1993 Approved | Data Cor
93/06 28Jun1999 | 30Jul1999 | Approved | Data Cor

I
Ok LCancel

Double click on the itinerary period in which you want to list the application
and this itinerary details populate the Listing Maintenance screen. Then select
the week number from the Week No’ combo box. This will usually be a
number from 1 to 5.
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3 Listing Maintenance

E3

RegistryITAS -] EL'}ZLZL"'CB SOl 05 Jan 2001 STl 09 Feb 2001 B'I week No' vIJ L

— Pre-List Applications 1 =il

List Applications Cril 2 o

List applications |3 |

. e . [ e[ I

Please Enter 'List Applications Criteria ort by L

IF'riolity 'l |

Panel 1 T Panel 2 T Panel 3 T Panel ¢ ] Save F
Check
| | | | | - =

Apply

i

3
i &

Eiint | L
_ILI Hew
K . et |h

Selecting the listing week populates the Panel tabs with the dates and
locations of panels set in the itinerary for your state office.

Select the List Applications Criteria for the alphabetical breakup required.
Calling too many records will make this process slow and ultimately makes
the system operate below potential.

% Listing Maintenance

RegistrleAS | g'e';g‘zgce PO (2 12 2001 il 02 Feb 2001 EI Wesk No' |3 ~|
— Pre-List Applications : = —
YAB Rea |Applicant P|R |L |Hearng Locati0n|F|epresentative |Attendance :I List Applications Criteria
T00/0791 | Marks, Sydney|L Hobart Blogg, Wiliam | Applicant and Wit Spplfefi'ans (frery
T00/0792 | Matthews, San|L Hobart Blogg, Willan  Applicant and | [T to M
TO0/0793 | Millbourne, Sus| L Hobart Applicant and Sty
T00/0734 | Michaels, Stew | L Hobart Blogg, “william Applicant and |+
WEB Begn Mo b
Panel 1 T Panel 2 T Panel 3 T Parel 4 ] Save
LCheck
22 Jan 2001 [ 23 Jan 200 | 24 Jan 2001 | 25 Jan 2001 [26 Jan 2001 =
Locn#Time  [Hobart 930 Hobart 330 Hobart 330 Hobart 930 Hobart 930 | Apply
Applicant
Representive
Applications

Locn/Time | Hobart 1030 Hobart 1030 Hobart 1030 Hobart 1030 Hobart 1030

el

Applicant
Representive
Applications
Erifat
Locn/Time | Hobart 1130 Hobart 1130 Hobart 1130 Hobart 1130 Hobart 1130
Applicant ~ Mew
1 4 .
E xit | f

(The standard sort selection is Priority; however, in the example above | have
selected VRB Regn No.)
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Double clicking on an application in the Pre-List Applications table invokes
the Hearing Preparation Maintenance screen for that application.

To list a matter into a hearing slot drag the Applicant name into the slot. The
system will identify missing information such as a missing hearing location or
attendance details and ask for a correction before proceeding.

Applications with restrictions attached will appear in pink. Selecting a pink
application will produce a system prompt. This includes applications with
included or excluded members, which will also have a system prompt.

Two or more applications for the same applicant can be dropped into one slot,
provided each application has the same representative details. (Where multiple
applications are included in the one slot, the system only produces one Listing
Letter, which includes details of all the applications for that slot.)

Applications that have been allocated to a hearing slot have an “X” included in
the “L” listed column of the Pre-List Applications table.

% Listing Maintenance

Registry [ 125 7] gt Ol 07 1 2001 (el 09 Feb 2001 | weekno' [ <]
— Pre-List Applications : = —

YAB Rea |Applicant P |R |L [Hearng Location | Representative |Attendance :I s ..C\pphca-tlon.s il
T00/0791 | Marks, Sydney|L [ [%] Hobart Blogg, Wiliam | Applicant and List applications Fram
TO0/0792 | Matthews, Sam| L # | Hobart Blogg, “william Applicant and _I IL_ ko IF

TO0/0793 | Millbourne, Sus| L # | Hobart Applicant and Sty

T00/0734 | Michaels, Stew | L # | Hobart Blogg, “william Applicant and |+

‘l | . I\-’F!B Rean Mo ‘I

Panel 1 T Panel 2 T Panel 3 T Parel 4 ] Save
22 Jan 2001 [ 23 Jan 200 | 24 Jan 2001 | 25 Jan 2001 [26Jan 2001« _ Lheek

Locn#Time  [Hobart 930 Hobart 330 Hobart 330 Hobart 930 Hobart 930 | Apply |
Applicant Marks, Svdney An Michaels, Steven, -
Fiepresentive | Blogg, Wiliam | Blogg, Wiliam '@
Applications | T0O0/0751 T00/0734 g
Locn/Time | Hobart 1030 Hobart 1030 Hobart 1030 Hobart 1030 Hobart 1030 =

Applicant Myers, Simon Arth | Matthews, Samus

Representive Blogg, ‘William %
Applications | TO0/0790 T00/0732 —

Erifat | :

Locn/Time | Hobart 1130 Hobart 1130 Hobart 1130 Hobart 1130 Hobart 1130

Applicant Millbourne, Sugan | Malcolm, Simone ¢ ~ Mew

Ll | | 3

et |f

To change the default hearing time for a slot, place the mouse pointer over the
time and right click. Enter the new time then select Ok.

To check the members set for this slot, move the mouse pointer over the
bottom line of the time slot and the member’s names will appear.

To lock a slot, drag the key icon onto that slot. This will change the slot to red
and the word Locked will appear. An application cannot be dropped onto a
locked slot.

To unlock a previously locked slot drag the key icon onto the locked slot.
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The panel record can be Saved at any time. The following confirmation record

appears.
vib5SAM Information Message E |

@ The Listing data haz been succeszsfully zaved.

Selecting the Check button produces a PRE LISTING REPORT.

Selecting the Apply button Saves the panel record and the following message
appears.

vihSAM Confirmation Message [ <]

@ ou are about bo modify the stage of all applications in panel 1 to be 'Listed’. Do pou want

to continue?
Ho |

Select Yes and a series of action messages is given.

vihSAM Confirmation Message =

@ Are you ready ta produce the Record OF Proceedings?

This action produces the R116_RecordOfProceeding report

vib5SAM Confirmation Message E2

@ Are pou ready to produce the Listing Schedules?

This action produces the R116_ListingScheduleReference report

vibSAM Confirmation Message ]

@ Are pou ready to produce the Reception Schedules?

This action produces the R105_ReceptionSchedule report

vihSAM Confirmation Message

@ Are you ready to produce the Representative Listing Schedules?
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This action produces the R106_RepresentativeHearing report

vrb5AM Confirmation Meszage [ <]

@ Are you ready to produce the 'Proaress of Preparation of Reasons for Decizions' cover
page?

This action produces the R107_HearingDecision report

vib5AM Confirmation Message |

@ Are pou ready to produce the Listing Letters?

This action produces the hearing attendance letters and saves them to the
C:/Temp directory, where they documents can be edited.

Once applications have been applied they have their stage changed to “Listed”
and so no longer appear in the Pre-List Applications table.

Listing an application to an Applied Panel

Applications can be listed to vacant slots on an applied panel by dragging the
application into the slot. The system saves the panel and gives a vrbSAM
Information Message.

vrb5SAM Information Meszage E

@ The Listing data haz been successfully saved.

Select OK and the following message appears.

wibSAM Information Meszzage [ <]

@ The stage for application TO0A0783 has been changed to Listed'. Hearing documentation
may be generated by dragging the hearing zlat anta the Printer icon.

The system has now changed the application stage to Listed. Select OK and
the following message appears.
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vrb5AM Confirmation Messzage E

@ Are you ready to produce the ‘Hearing Letter'?

1w |

Select Yes and the system produces the Listing Letter for that application.
Return to VrbSAM and the following message is generated.

vibSAM Confirmation Message 1]

@ Are pou ready to produce the ‘Record OF Proceedings 'Y

Select Yes and the system produces the Record of Proceeding for that
application. The following message appears.

vrhSAM Confirmation Message

@ Are pou ready to produce the 'Listing Schedules"?

Select Yes and the system produces the Listing Schedule for that panel day.
The following message appears.

Save the listing information and Exit.

Hearing Confirmation

7.9.8 On receipt of the confirmation that the hearing arrangements are satisfactory,
open the application record and select the Hearing button In the Hearing
Maintenance window, in the Hearing Info tab, in the field Attendance Reply,
Received, place the date. Save the record.
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% Hearing Maintenance

Hearing Info T Decisions/Reasons ]

~ Panel Members
Preziding Member
Service Member

Other Member Waughn, Matthew Malcolm

—%RE Registration Mo's
TO0AFS

—Attendance Reply

Received IEIS Jan 2001 Follow Up I

Applicant Py k
T ape Number I— pplicant Pregen r

Representative Present [

Others Prezent

Comments I ﬂ

If no confirmation is received within 5 working days of the hearing, follow up
the notice by telephone or mail and, in the *‘Hearing Maintenance’ window, in
the field Follow Up action, place the date. Save the record.

If no notice of confirmation is received within one working day of the hearing,
the Registrar may postpone the hearing of the matter and substitute another
matter in its place. (For postponements see Chapter 10)

Post Hearing
There are two methods for accessing the post hearing verification.

For the first method, following the hearing of an application, open the
application record and select the Hearing button. In the Hearing Maintenance
window, on the Hearing Info tab, in the field Tape Number, place the numbers
of the tapes used. If the application was heard in absentia, enter the tape
number as N/A or Nil.

If the applicant was present tick the Applicant Present box. If the
representative (or advocate) was present tick the Representative Present box.
If there were other people at the hearing include their names in the Others
Present text field. Make any relevant comments. Save the record
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% Hearing Maintenance

Drate

Hearing Info T Decisions/Reasons ]

~ Panel Members

Preziding Member
Service Member

Other Member

—%RE Registration Mo's

—Attendance Reply

Received IEIS Jan 2001 Follow Up I

Applicant Present 7

Tape Mumber
Representative Present W
Others Pregent |Mrs Marks =1
Il
Comments I ﬂ

Select the Decisions/Reasons tab. Double click on the yellow Author field and
select the author from the Panel Members screen. Continue to select the
second and third members. Save the record.

% Hearing Maintenance

Date

Lacation elal=N N (i a7k x, Sydney Andre

Hearitg Infa T Decisions/Aeasons ]

— Signatures

TOo00731
Authaor Tharpe, Peter
Authar Craft

Draft Typed
Authar Carmection
Carnrection Typed
tember Ta Authol
Changes Made
Sighed By Authar
Second Member | Upton, Margaret Anne
To 2nd Member
2nd T o Author
Sighed by 2nd
Third Member aughn, katthew M alcolm
To 3rd Member
3rd To Author
Sighed by 3rd

Comments

| 1

Double-Click application heading for Matters,
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Double click the file number on the line above the author, which opens the
Matter Maintenance window. Record the Matter Results for each issue then
Save the record.

DO NOT TICK the “Matter Finalised” or ‘Adjourned Matter Published’ boxes
at this time, as those boxes are ticked once the decision has been published.
(See part 17 for details on this procedure.)

% Matters Maintenance

WRE Registration Mo' TO0/0791 Applizant. h’!alks, Sydney Andre
Stage: Listed

Commizzion Decizion Type IEntitIement j Rating ID

Penzion Rate Under -

Review I J
M atter |ssue Ipnst auricular furuncle j EEVE

 atter Result ISet Agide and Remitted j
Diecizion :I
Commnents ;I

t atter Finalized I Sdiourred Hatter Publishied s [0
Hew Lelete PBrevious MHest E it |

For the second post hearing verification method, from the Main Menu select
Hearing then Post Hearing Verification. Choose the dates range for the
hearing day(s) and tab out of the date fields. The Post Hearing Verification
screen is processed.

% Post Hearing Verification

Reqistry IT.-’-‘«S 'I From Hearing Date |22 Jan 2001 To Hearing Date |23Jan 2001

— bpplications dwaiting Decizion

Hearing D ate | Panel |A|:||:|Iiu:ant |VF|B Reqgn Mo | Tape Mo | Reazonz Status | Reazonz Date |.&pp|ication Stage
22 Jan 2001 1 Marks, Sydney Andre TOD/0731 T123456 Await Decizion
22 Jan 2001 1 | Malcoln, Simone Ahic | 7000733 Await Decision
22 Jan 2001 1 | Millbourne, Suzana | TO0/0733 Await Decision
23 Jan 2001 1 Myers, Simon Arthor | TODAO0730 Await Decizion
23 Jan 2001 1 | Matthews, Samuel A TO0/0732 Await Decision
23 Jan 2001 1 | Michaelz, Steven s | TO0/0734 Await Decision

Order By
’7 ' Reasons Status

Mew Print | Caneel Exit
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Double click on an application record to invoke the Hearing Maintenance

screen for that application.

% Hearing Maintenance

Time

n, Simane dlice

Pangl Mo’

Hearing Info T Decizions/Feazon: ]

— Panel Members

Presiding Member Lane, ‘wiliarm Bennett
Service Member Benfield, Franciz Harding

Other Member Lewis, Laurence John

—WRE Registration Mo's

Applicant Py
Tape NMumber I [P

TO0/0729
—Attendance Reply
Received |01 Jan 2001 Fallow Up ||
resent r

Repiesentative Present [

Others Present =

|

Comments I ﬂ
Save | E =it

Process in the same manner as the first post hearing verification matter.

Complete the details for all the applications included on the Post Hearing

Verification screen.
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8 VRB Panels

8.2 Allocation of members to VRB panels

Itinerary Dates

From the main menu select - Maintenance, Reference Data, Itinerary.
The following screen appears — Itinerary Maintenance.

% Itinerary M aintenance

Ikineraty

Reference I EI

From Dake I
To Date I

Ikinerary Stakus:

Motes |

MHew | Save |

Delete | E xit

Add the details and select the Save button.

% Itinerary Maintenance

Ikinerary

Reference IEIEHEH .EI

From Date IEI? Jan 2002
Ta Datke IEIE Feb 2002

Itinerary Stakus:

Mokes ;I
| |
Mew | Save | Delete | Exit |
¥ibSAM Information Message |

@ The ltinerary data haz been successfully zaved.

Page 75
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The itinerary status is then set to Preparation.

% Itinerary Maintenance

Itinerary 02/ E;I

Reference e

From Date m Ttinerary Status:

ToDate  [EIRRAnE Fregaratos

Mates ;I
| |

Mew | Save I Delete | Exit |

Please note that it is usual to enter all of the itinerary dates for a year at the one
time. Itineraries are usually for a 5-week period.

Member Questionnaires

8 weeks before the itinerary begins, the member questionnaires are sent. From
the main menu select Hearing, Documentation, Member Questionnaires.
The following screen appears — Generate Members Questionnaires.

# Generate Members Questionaires

Reference o e

Prink | E it |

Select the picklist button and choose the itinerary from the list. If the required
itinerary is not listed, see creating an itinerary.

% Itinerary List

| Beference |From Date [ ToDate | Status [Motes =

0110 19 Mow 20001 | 21 Dec 2001 | In Progress | Data Cor
15 0ct 2001 |16 Nov 2001 | Preparation | Data Corjil

01./03 10 5Sep 2000 |12 0ct 2001 | Preparation | Data Cor
om./0v 06 Aug 2000 |07 Sep 2001 | Preparation | Data Cor
01./06 02 Jul 2001 03 Aug 2001 Preparation | Data Cor
01./05 28 May 2000 | 29Jun 2001 | Preparation | Data Cor
01./04 23 Apr 2001 | 25 May 2001 | Preparation | Data Cor
01./03 19 Mar 2001 | 20 Apr 2001 | Preparation | Data Cor
01./02 12Feb 2001 |16 Mar 2001 | Freparation | Data Cor
01./01 03 Jan 2001 | 09Feb 2001 | Approved | Data Cor
o0 13 Mow 2000 |15 Dec 2000 | Approved | Data Cor
0o/09 09 0ct 2000 |10 Mow 2000 | Approved | Data Cor

0o 04 Sep 2000 | 0B Oct 2000 | Aooroved | Data Cor T
4 3

Ok | LCancel |
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The itinerary dates are inserted into the Generate Members Questionnaires
screen.

l{ % Generate Members Questionaires

Itinerary

Feference i LI 15 Mo+ 2001

(@it 15 Oct 2001

i Print | Exit |

Select Print, and the system generates a member questionnaire for each active
member

Member Questionnaire Responses

When member responses are received, the details provided by members are to
be entered in the Panel Member Availability screen. From the main menu
select - Hearing, Itinerary, Panel Member Availability.

3 Panel Member Availability
Fieference - don ®
e | |

Day M [PM_ [Notes =

[ ]|

KIS
Legend: T - Can travel & avaiable
I - Mot available

& - Available buk can't travel

_>l_I
7 - Limitations

1 to 4 - Mumber of weeks Available

New | Save I Delete I

Exit

Select the picklist button to call up the correct itinerary.

% Panel Member Availability

iy 07 Jan 2002 08 Feb 2002
Fieference From - LR U5 Feb 2002
Fevrs N -
Day &M [PM [Notes a
-

| 3
Legend: T - Can travel & avallable 7 - Limitations

I - Mak available 1 to 4 - Number of weeks Available

& - Available but can't bravel

il

New Save Delete

Exit
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Select the Panel Member picklist button and, from the Member List, choose
the member who has responded. Then add the availability using the legend

code detailed below.

Itinerary
Reference

Panel Member

Dray

07 Jan 2002 -

tMon
02 .Jan 2002 - Tue

09 Jan 2002 - wWed
10Jan 2002 - Thu
11 Jan 2002 - Fri

15.Jan 2002 - Tue

16.Jan 2002 - Wed

17 Jan 2002 - Thu

18Jan 2002 - Fri
Man

A
T
T
T
T
T

14 Jan 2002 - &
&
A
A
) Only available untl 16.00
T

(KN
Legend: T - Can travel & available ¥ - Limitations
M - Mok available

& - Available but can't bravel

1 ko 4 - Mumber of weeks Available

e

Hew | Save | Delete |

E xit |

If the member is available to travel for the entire itinerary, the user can
populate the whole list by typing “T”” in the AM field of the first day and
selecting the tab key. Every AM and PM slot for every day must have a
legend.

Legend

T

The member is available to sit in any hearing location and can travel to
another Registry if required.

If there are ANY restrictions at all for the week it is improbable that
the member cannot travel. Confirm this with the member and amend
the record accordingly.

The member is available to sit in the home registry but cannot travel to

The member is not available to sit for this slot. (It is possible for a
member to be available for one part of a day and not available for

A another hearing location.
N

another part of the same day.)
?

The member can sit, but there are limitations. A note should be made
giving details of the limitation.
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Registrar’s Hearing Requirements

6 weeks before the start of an itinerary, Registrar’s are sent a hearing
requirements document by e-mail.

From the main menu select — Hearing, Documentation, Registrar
Requirements. Select the Itinerary Reference picklist button and choose the
appropriate itinerary.

% Generate Registrar Requirementz Email

Itinerary From M To [EREE
Reference
Email | Exit |

To send the e-mail message, depress the E-mail button.

™% Itinerary Bequirements - 02/01 - Message

” File Edit Wiew Insert Format Tools Compose Help |
Sed IS 0 =@ me v ! 2| 3| |
ZENaTE =

=
il

Arial || o= o

[
Al
L]
s
L]

Message I Options I

i This message has not been sent,

Subject: IItinerary Requirements - 0201

[ |
Flease fax or email your hearing requirerments for the itinerary covering the
period 07 Jan 2002 to 03 Feb 2002.

Would you also note any local/state public holidays that occur during that
period.

Yfour advice by fax or ernail by COB, [ENTER DAY AND DATE HERE]
would be appreciated.

=

Use the “VRB Registrars” group in the ‘To...” field and enter the appropriate
date in the e-mail message (this is usually 3-4 working days from today).

When responses are received go to Maintenance, Reference Data, Registry
from the main menu and check the “Standard Panels” for registries in the
Registry Maintenance window.

: illy M aintenance
S WIC aLo S W, TAS
Standard Parels |4 |3 |3 |1 |1 I'I
Lizting Lzer Izhalal I I I I I
Exit

Change the Standard Panels number for the appropriate state Registry and
save the changes.
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This screen also displays the user currently listing matters for hearing in the
state.

Panel Member Allocation

Once the Member Questionnaire Responses have been processed, the Panel
Member Allocation can begin. This process produces the Itinerary.

From the main menu select - Hearing, Itinerary, Panel Member Allocation.

Select the Itinerary Reference picklist button and choose the appropriate
itinerary.

The screen will be populated with the period details. This includes the member
preferences.

% Panel Member Allocation

E;'}eerr:ﬁ’ce 0zf01 (ST OF Jan 2002 {5 05 Feb 2002 EI [ approved
— Members to be allocated ko Panels
- Members Sort Crder

Surname | Given Mames [Cateqory [State|week 1 [week 2 [week 3| week 4 [week s |« |

Upkan Margaret Anne Seniar TAS T T T T T ’VI State/Category j

Smith Andrew Max Seniar TAs T A T T Legend

Tharpe Peter Service |(TAS | T T T T T T - Can travel & awvailable

Bryce Stuart Alexander Service  |[TAS (T T T T T _I A - Available but can't brawvel

wWillians Marma Service  (TAS (T T A T T I - Mok available

Mzeemsll Sandra flizan itk Tas | T T T T T LI 7 - Limikakions

Full Period T Week ]
— Panel Allocations )
7Jan-11Jan 2002 [14 Jan-18Jan |21 Jan-25]an |26 Jan- 1 Feh 2002 [4 Feh - 6 Feb 2002 < ’ .
Sydney A Sydney Al Sydney AM Sydney Al Sydney AM | vl

Panel 1
{H?
e |

WSvdney A Swdney AM Swdney AM Swdney A Sydney AM

Panel 2 Print |
Save |

-
KN _'l_I et |

Member week details are displayed in abbreviated form. If a member has
made themselves available for only 4 days, this view will show they are
available for the whole week.

Double clicking on a member name will bring up the full details of the
member’s availability.
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% Panel Member Allocation

IRtinFBrar’y' 02/0 % Panel Member Availability Approved
eference
~ Mermbers to be allocater | lHneran 07 Jan 2002 08 Fehb 2002
- Reference embers Sort Order
Surname Giver
Upton Marg Ptate/Category j
Smith andr | Panel Member Thorpe, Peter Leaend
Tharpe Petel Dar A I - Can travel & available
Bryce Stuat 07 Jan 2002 - Mon T T B - Available but can't kravel
williams Norry || | - Nat available
Mol p— 08Jan 2002 - Tue |T T S —
09 Jan 2002 -Wed | T T
Full Period 10Jan 2002 - Thu | T T
— Panel Allocations —— an - Fii T )
7lan- 110 | (IS bzoiz - Vo
odey an | |190an 2002 Tue [T T o)
Panel 1 16 Jan 2002 -\wWed | T T i
17Jan 2002 - Thu | T T o
18 Jan 2002 - Fri T T w
21Jan 2002 - Mon T -
| »
e
WSvdnev AM | Legend: T - Can travel & available ? - Limitations
Panel 2 1 - Mat available 1 to 4 - Mumber of weeks Available Prink |
A - Available but can't travel Save |
4 | | New | Save | Delete | Exit | _}l_l Exit |

A member is added to a panel by dragging that member name onto a panel
week. Senior Members should be dragged to the first slot, followed by
Services Members and lastly Other Members. Members are removed by
dragging the name from the allocated slot into the garbage bin.

The allocation can be saved at any time.

Double clicking on the yellow heading line and selecting the new location can
make changes to the hearing location.

Time slots can be changed from the preset 3 slots by double clicking on the
date range heading. The Time Slots window then appears.

Parell Parel2  Paneld  Paneld
vw El Bl BN El
e F 5B
aLD Bl EH B
54 N
Wil EN
s 3
Hew Coniwe | Ext |

Select Continue to generate the itinerary week. The week selection tab for that
week is then available. Members who are to be replaced for a day or
individual slots on a day can be changed. Dragging the existing member name
to the garbage bin and then dragging the new member name to the slot does
this. Please note that these changes must be done one slot at a time. This is
necessary to ensure the correct members appear in post hearing verification.
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To save the week selection click on the Full Period tab.

When the whole itinerary is completed, that is when all weeks have been
generated, saved and the itinerary Approved button ticked, it can be Saved and
Printed.

The Print button generates the itinerary as a Word 97 document. Some editing
IS necessary for panels with replacement members (ie adding the sitting dates).

8.3 Alterations to the itinerary

When an itinerary is Approved, changes to the itinerary can only be made on a
slot by slot basis.

From the main menu select - Hearing, Itinerary, Panel Member Allocation.

Select the Itinerary Reference picklist button and choose the appropriate
itinerary.

In the Full Period tab, Double click on the appropriate week’s date field and
the appropriate Week tab is active. Select that Week tab and go to the panel
that is to be changed. Dragging the existing member name to the garbage bin
and then dragging the new member name to the slot can change members who
are to be replaced for a day or individual slots on a day. Please note that these
changes must be done one slot at a time. This is necessary to ensure the correct
members appear in post hearing verification.

To save the week selection click on the Full Period tab.
Save the itinerary and, if required, Print the itinerary using the Print button.

The Print button generates the itinerary as a Word 97 document. Some editing
IS necessary for panels with replacement members (ie adding the sitting dates).

Go to Word 97 and produce the appropriate direction for the Principal
Member’s signature.
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10. Postponements
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If the Registrar grants a postponement to the hearing of an application, a
‘Note’ must be made on the system identifying the reasons for granting the

postponement.

3 User Entered Notes

WRE Registration No'

193/1955

Stage:

Applicant. 5amuel Abraham Marks
Await Decizion

The application set down for 1 September 2000 was postponed ;l
to allow the applicant to seek reprezentation.

-]

Click an those applications which need

Other Applications

to have these notes applied.

E =it |

When an application is to be postponed, from the main menu select Hearing,
Listing and the Listing Maintenance window opens.

% Listing Maintenance

]|

Itinerary
Reference

Reqistry I TAS hd I

N - I - N -

‘Week MNo' I 'I

— Pre-List Applications

Please Enter ‘List Applications Criteria’

List Applications Criteria
List applications from

ol
Sart by

I Priarity hd l

1

Panel 1 Pangl 2 T Panel 3 T Panel 4

]

Save

Check

KIs

2pply

! é?
[ &

i

Eint

Hew

Exit

Select the Itinerary Reference picklist button and the Itinerary List appears.
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% Itinerary List

ak

LCancel

Reference | Frarm D'ate | ToDate | Status | MNaotes :I
nosoy A Jul 2000 01 Sep 2000 | Approved | Data Cor
0o/06 26Jun 2000 280l 2000 Approved | Data Cor
0o/0s 22 May 2000 23 Jun 2000 Approved | Data Cor
0o/04 17 4pr 2000 19 kap 2000 | Approved | Doata Cor
nosoa 13 Mar 2000 14 Apr 2000 Approved | Data Cor
noso2 07 Feb 2000 10 kar 2000  Approved | Data Cor
0o 03Jan 2000 04 Feb 2000  Approved | Data Cor
33410 15 Mov 1393 17 Dec 13933 Approved | Data Cor
93/09 11 0ct1333 12 Mov 1333 Approved | Data Cor
393/08 06 Sep1333 03 0ct 1333  Approved | Data Cor
93/07 0240013393 03 5ep 1393 Approved | Data Cor
93/06 28Jun1333 30Jul1939 Approved | Data Cor
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Double click on the itinerary period in which you want to postpone the
application and this itinerary details populate the Listing Maintenance screen.
Then select the week number in which the application is to be postponed from

the Week No’ combo box.

3 Listing Maintenance | %]
Registry [TAS x| oetant Fron il - Crall =] weekns _;|J L
— Pre-List Applications 1 =il
List Applications Cril 2 o
List applications |3 |
. e . [ e[ I
Please Enter 'List Applications Criteria ort by L
IF'riolity 'l |
Panel 1 T Panel 2 T Panel 3 T Panel ¢ ] Save F
Check F
| | | | A | =/
|l Apply | L
g |
e 2

=1 |

) L

Eiint | L

- Hew

il | 4 . E

Exit | ]

Selecting the listing week populates the Panel tabs with the dates

and

locations of panels set in the itinerary for your state office and displays all the

applications listed for the panels.
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# Listing Maintenance

RegistryITAS *I g;'}zrrae;yce o 05 Jan 2001 Al 09 Feb 2001

— Pre-List Applications

EI ‘Week MNo' |3 'I o

List Applications Criteria

List applications from

[Te| i

Please Enter ‘List Applications Criteria’

Sort by L
I Priarity hd l
Panel 1 r Pangl 2 T Panel 3 T Panel 4 ] Save |
22 Jan 2001 [ 23.an 2000 [24.Jan 20m [ 25.Jan 2001 [26Jan 2001 « _ Lhesk b
LochdTime | Hobart 930 Haobart 930 Haobart 930 Habart 930 Hobart 330 | | Apply i
Applicant Marks, Spdney An Michaels, Steven. -
Representive | Blaga, ‘William Blagg, william *@}] L
Applications | 7000731 TOO/0734 g |
LocndTime | Hobart 1030 Hobart 1030 Hobart 1030 Hobart 1030 Hobart 1030 =
Applicant Myers, Simon Arth | Matthews, Samue ﬁ
Representive Blogg. ‘williarn % I
Applisations | T00/0730 TOO/0732 = I
Erifit L
LocndTime | Hobart 1130 Hobart 1130 Hobart 1130 Hobart 1130 Hobart 1130
Applicant Millbourne, Suzan | Malcolm, Simorne & = Hew
Ll [
et |f

Drag the traffic light icon onto the application to be postponed. The following
vrbSAM Confirmation Message appears.

vibSAM Confirmation Message

@ Do pou veant to postpone the hearing of the curent applications/z?

Mo |

Hearing Date
Applicant

VRE Regn
Mao's

Reasonor [ - |
Pastponement
Mokes ;I

— Application Statuz After Postponement

" Paity Mot Ready  © Pre-List Retain Priority ¢ Pre-List Lose Priarity

Save | E xit |

Choose a Reason for Postponement from the picklist.



SAM User Manual 4.0.1 Page 86

% Postpone Hearing

Hearing Date

Applicant

VRE Regn
Mao's

Reason For -
Postponerent J

Applicant Unavailable
Representative LInavailable
Files Unavailable

Applicant Mat Ready
Reprezsentative Mot Ready
Other

Mates

— Application Statuz After Postponement

" Paity Mot Ready  © Pre-List Retain Priority ¢ Pre-List Lose Priarity

Save | E xit |

Make any applicable Notes and select the appropriate Application Status After
Postponement.

% Postpone Hearing

Hearing Date

Panel No'

Applicant

VRE Regn
No's

Reason for

Postponement Applicant Unavailable j

Mokes Applicant is in Hospital and will not be ableto attend 3 [«
hearing for 1 month,

/|

—Application Status After Poztponement

" Party Not Feady " Pre-List Laze Priority

Save | E it |

Save the record and the following confirmation message appears. Select OK.

wibSAM Information Message E

@ The Postponement data has been successfully saved.

The system then displays the following message.

vrthSAM Confirmation Message

@ whould you like to create the following letter - Advice of Postponement™?
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Select Yes and the system creates the letter giving the following options.

Advice Of Postponement Selection E

Yhich bype of letber do wou wank to create?

" Loss OF Priority

ok | Zancel |

Choose the correct option, select OK then edit the letter.

Exit the Postpone Hearing window. The system has followed the option
selected in Application Status After Postponement for that application. If you
go to the postponed application record in the Application Maintenance
window and depress the Hearing button, the completed Postpone Hearing
screen appears.

The system will write a system note.

% Motes Maintenance

Applicant; Steven A Michaels
Stange: Pre-List

YRE Registration No'  LIIEIGEE]

User | Date | Nates
thinti 13 Dec 2000 1511  Application zaved
katter Saved

Matter Type: Assessment / lssue pension aszessment at 80% of the General rate
14 Dec 2000 13:37  Hearing Postponed due ta - Applicant Unavailable
Fostponement - Pre-List Retain Priority

Order of Mates ——— [~ Type of Motes ta Display
’7 [ Date Descending ’7 " User Input ~ System Generated {* Bath
Mew Frint | Exit |

List a stand-by case in the vacant hearing slot (see 7.3 above, Listing an
application to an Applied Panel). As the applicant has already been advised of
the Board’s hearing arrangements for the stand-by case no notice is sent.

Position LOST and Not Ready

Choose a Reason for Postponement from the picklist and make an appropriate
note.

In the Application Status After Postponement field select the Party Not Ready
option.
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% Postpone Hearing

Hearing Date pa

Applicant

VRE Regn
Mao's

Esgtzonnnzigent Fepresentative Mot Feady j
Mokes Reprezentative nesds to obtain further evidence. ;I
H

— Application Statuz After Postponement

" Pre-List Retain Prioity ¢ Pre-List Lose Priority

Save | E xit |

Save the record and the following confirmation message appears. Select OK.

wihSAM Information Mezsage =

@ The Postpornement data has been successfully saved.

The system then displays the following message.

vrb5AM Confirmation Message [ ]

@ whould you like to create the following letter - Advice of Postponement?

] m |

Select Yes and the system creates the letter giving the following options.

Advice Of Postponement Selection [ x|

‘Which type of letker do wou want ko create?

= Retain Priority

44 | Zancel |

Choose the Loss of Priority option, select OK then edit the letter.

The system will remove the COR Receipt date, the Listing Queue Insertion
Date, add today’s date to the field Date that Parties Advise they are Not Ready
to Proceed and sets a resubmit date of today +28 days.
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& Application Maintenance

Applicant: Samuel A Matthews
WRE Registration Mo’ g B’I Stpp Party Not Ready
age:
[ AdminMaters | Dismissal | AT 1 5152 | 531

Applicant T Yeteran T Application T Application Dates I Matters
— Date of
Commizsion Decizion IP? kay 2000 [h4 Lodgement IEIB Jur 2000

— Date that the 5137 Beport was ————————— |’Administrative b atter [tems

Received by the YRE |1 £ Jun 2000
Sent ot to the Hepresentativeh 7 Jun 2000

D ate that the

5148 was Sent |1 7 Jun 2000 5148 Action Completed IDB Jul 2000 5148 Follow Up éction Occured I

 Miscellaneous D ates

Date that Parties Advise they are Mot Ready to Proceed |1 4 Dec 2000 & pplication Finalisation I
COR Receipt I Hesubmissionlﬂ Jan 2001 IHearing Postponed |thunti ?_'fl

|z there Confidential Information? r

|z any information under Section 148[64] required® I

Mew | Save | Delete | Motes |HearingF‘[ep| Hearing | Letters | Exit |

The stage should now be Party Not Ready.

Send a Certificate of Readiness to the applicant (letter L321), which can be
returned when they are once again ready for a hearing. List a stand-by case in
the vacant hearing slot (see 7.3 above, Listing an application to an Applied
Panel). As the applicant has already been advised of the Board’s hearing
arrangements for the stand-by case no notice is sent.
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Position LOST and Still Ready

Choose a Reason for Postponement from the picklist (eg Applicant Not Ready
or Representative Not Ready) and make an appropriate note.

In the Application Status After Postponement field select the Pre-List Lose
Priority option.

% Postpone Hearing

Hearing Date el opeill Hearing Time Panel Mo’
Applicant ne dlice
VRE Regn
No's
Es:;:uonnnfe?';ent Reprezentative Mot Beady j
Motes The reprezentative has failed to follow up on a medical ﬂ
report.
=

—Application Status After Poztponement

" Paity Mot Ready ¢ Pre-List Retain Priority

Save the record and the following confirmation message appears. Select OK.

wibSAM Information Message ]

@ The Postponement data haz been successfully zawved.

The system then displays the following message.
vrthSAM Confirmation Message

@ whould you like to create the following letter - Advice of Postponemnent?

Select Yes and the system creates the letter giving the following options.

Advice Of Postponement Selection E

Yhich bype of letber do wou wank to create?

" Retain Priatity

ok Zancel
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Choose the Loss of Priority option, select OK then edit the letter.

The system has changed the Listing Queue Insertion Date to show today’s
date.

%= Application Maintenance

YRE Registration Mo' QRO Applicant: Simone Alice Malcolm
R Stage:  Pre-List

[ AdunMatters | Dijsrissal 1 AT | 5152 | 531
Applicant T Yeterah T i T Application Dates T Matters
— Thiz application iz being processed by
Drate of 5149 Action I
Reqisty [ TAS ¥ | Current Besponsibility IVHB
I J Drate of S157 Action I
— &pplication Origin / Transfer Details Archive Details
Date
Type |Mew Registration b Dat_e of 13 Dec 2000 @ E=
I J Action I —I Lesstiam I
— Attendance Details
Type I.t'-\pplicant and Reprezsentative attending j Representative IWiIIiam Blogg P—"I | I
— Listing Queue
Pricrity — |Low w| Listing Queue Ingertion Datel'l 4 Dec 2000 Festict Application r

Mew | Save | Delete | Motes |Hearing F'[epl Hearing | Letters | E xit

The stage should now be Pre-List.

List a stand-by case in the vacant hearing slot (see 7.3 above, Listing an
application to an Applied Panel). As the applicant has already been advised of
the Board’s hearing arrangements for the stand-by case, no notice is sent.
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Position RETAINED

Choose a Reason for Postponement from the picklist (eg Applicant
Unavailable or Representative Unavailable or Files Unavailable) and make
an appropriate note.

In the Application Status After Postponement field select the Pre-List Retain
Priority option.

% Postpone Hearing

Hearing Date
Applicant

VRE Regn
Mao's

Reason For ’ ;
Postponement Applicant Unavailable j
Mokes Applicant iz attending the feneral of a cloze friend on the ;I

hearing dag.

/|

— Application Statuz After Postponement

" Party Mot Beady ™ Pre-List Lose Priority

Save | E xit |

Save the record and the following confirmation message appears. Select OK.

wihSAM Information Mezsage =

@ The Postpornement data has been successfully saved.

The system then displays the following message.

vrb5AM Confirmation Message [ ]

@ whould you like to create the following letter - Advice of Postponement™?

] m |

Select Yes and the system creates the letter giving the following options.
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Advice Of Postponement Selection [ x|

Wwhich type of letter do vou want to create?

" Loss OF Priority

Ok | Cancel |

Choose the Retain Priority option, select OK then edit the letter.

The system has removed the hearing record and retained the Listing Queue
Insertion Date.

% Application Maintenance

Applicant: Simon Arthur Myers

i i o T00/0730 -
VRE Registration Mo' il Stage: Pre-List

[ AdunMaters | Dismissal | 1 5182 | 531
Applicant T Yeteran T T Application Dates T Matters
— Thiz application is being processed by
Date of 57149 Action I
Registy | TAS ¥ | Current B esponsibility IVHB
I J Date af 5151 Action I
—&pplication Origin ¢ Transfer Details Archive Details
Date I
Type |Mew Registration ~| Date ot [3nec 2000 | =
I J Action I —I Locationl
— attendance Details
Type IAppIicant by phone - Mo Representative j Representative I DI DI
— Listing Queue
Prioity  |Lowe | Listing Queue Inzertion Datel 06 Jul 2000 Restrict Application I
Mew | Save | Delete | Motes | Hearing F'[epl Hearing Letters | Exit |

The stage should now be Pre-List.

List a stand-by case in the vacant hearing slot (see 7.3 above, Listing an
application to an Applied Panel). No notice is sent for stand-by cases, as the
applicant has already been advised of the Board’s arrangements for the
application.
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11 Withdrawals

11.3 Request for withdrawal before any hearing has
taken place or commenced

Provided the hearing has not commenced (ie. if the matter is not adjourned
under s151 or s152), an application can be withdrawn at any time without the
consent of a Board Panel. Withdrawals must be in writing and bear the
signature of the applicant (see 11.2.1 and 11.3.3 of the Operations manual).

In the ‘Application Maintenance’ window at the ‘Matters’ tab, select the
matters to be withdrawn. In ‘Matters Maintenance’ at the field ‘Matter
Results’, select the appropriate result from the combo box, tick the ‘Matters
Finalised’ field and ‘Save’ the record. Continue until all the matters requested
on the withdrawal have been completed.

% Matters Maintenance

WRE Registration Mo' T33/1955 Applizant. Samuel Abraham Marks
Stage: Party Hot Ready
Commizzion Decizgion Type IEntitIement j Rating ID
Fenzion R ate Under -
Review I J
M atter lssue Iischaemic heart disease j ar
M atter Result Withdrawn Mo Congent Feguired j
Diecici Set Azide and Remitted -
(Sl Set Aside Death
Y ary
wéithdrawn Post Section 31
Comments Withdrawn Section 15544(4)
withdravn Section 1554B[4] )
Wwithdrawn With Conzent 4
t atter Finalized v Sdiourred Hatter Publishied s [0
Hew | Sawe | Lelete | PBrevious | MHest | E it |

11.4 Request for withdrawal after a hearing or once a
hearing commences

If a request for withdrawal is made on the day of the hearing, the consent of
the panel is required and must be detailed in the reasons given by the Board.
Similarly if a matter has been previously adjourned by the Board the consent
of a panel is required before the matter can be withdrawn.

On receipt of the signed reasons, in ‘Matters Maintenance’ at the field ‘Matter
Results’, select the result “Withdrawn With Consent” from the combo box, tick
the ‘Matters Finalised’ field and ‘Save’ the record. Continue until all the
matters determined for that application have been recorded.
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11.5 Reopening a withdrawn application

If the Principal Member directs that a matter which has been withdrawn is to
be reopened, follow the procedure for Restoration outlined after part 6.2.28 of

this manual.
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15 Adjournments

15.2.2 Non-Attendance

Where the applicant has failed to attend a hearing, after indicating they will be
attending the hearing, and the application is adjourned, a ‘Note’ is to be
created about the circumstances of the adjournment and explaining that the
matter is relisted at the direction of the Registrar. Following the hearing of the
adjournment decision (see chapter 17 of this manual), the ‘Matter Result’
‘Adjourned S151’ is selected and the record ‘Saved’.

% Matters Maintenance

Applicant; Samuel Abraham Marks

WRE Registration Mo' T33/1955 . ..
Stage:  Await Decision

Commizzion Decizgion Type IEntitIement j Rating ID
Fenzion R ate Under -
Review I J
M atter lssue Iischaemic heart disease j ar
M atter Result Adiourned 5151 j
L Adjourned 5143 -
Decigion
Adjourned 5152 J
Affirm
Affirn Death
Comments Dismissed Section 15544(5)
Dizmizsed Section 15544[7]
Dizmigzed Section 1584B(5) l
A atten Firalized - Adjourned Matter Published [
Hew | Sawe | Lelete | PBrevious | MHest | E it |

When the decision and reasons are published, the ‘Adjourned Matter
Published” box is ticked and the system updates the field ‘Date of S151
Action’ on the “‘Application’ tab.

5151 Status Update [ ]

Thiz action will update the 5151 Statuz. Do pou wish bo continue?

1w |

When the published adjourned matter is ‘Saved’, the system updates the
“PNR” date with that date.

Thiz action will update the Party Mot Feady to Proceed Date. Do pou want bo continue?

Wherever possible, all adjourned matters should be relisted before the same
panel members, or, at least, before the same Senior Member. So include the
panel members from the adjourned hearing as ‘Included Member’(s) on the
‘Members’ tab of the ‘Hearing Preparation Maintenance’ window. To do this
double click on a blank row and add the members name. Generate standard
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letter RV15:1 ‘Advice of adjournment following failure to attend’. (See
screens in part 7.3 of his manual). If the application is to be listed
immediately, place the date in the ‘COR Date’, ‘Save’, select Yes to add a
‘List Queue Insertion Date’, and generate letter L81 “Listing Instructions’.

15.2.3 Inadequate case preparation and could have been
avoided

Where the adjournment falls under the provisions of this section in the
Operations Manual, a ‘Note’ is to be created about the circumstances of the
adjournment, explaining that the matter is only to be relisted at the direction of
the Registrar.

Following the hearing (see chapter 17 of this manual), the matter result
‘Adjourned S151” is selected and the record ‘Saved’.

3 Matters Maintenance

VB Registration No 7991555 Applicant: Sam_uel Al:fl?ham Marks
Stage:  Await Decision
Commizzion Decizgion Type I.&ssessment j Rating ID
Pension Rate Under Ipension aszessment at 30% of the General rate ﬂ
Review
Matter lssue I ﬂ AT |
M atter Fesult Iﬁdiourned 5151 ﬂ
Decizion ;I
Comments :I
o atten Firalized - Adjourned Matter Published [
Hew Delete | Previous | I gt | E xit |

When the decision and reasons are published, the ‘Adjourned Matter
Published” box is ticked and the system updates the field ‘Date of S151
Action’ on the “‘Application’ tab.

5151 Status Update [ ]

Thiz action will update the 5151 Statuz. Do pou wish bo continue?

When the published adjourned matter is ‘Saved’, the system updates the
“PNR” date with that date.

Update Party Mot Ready E

Thig action will update the Party Mot Beady to Proceed Date, Do pou want bo continue?
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% Application Maintenance

Applicant: Samuel Abraham Marks
istration Mo' QEETAEES] BI
WEE Registration Ho' [k Stage: Party Not Ready
[ AdmnMatters | Dismissal | i1 | 531
Applicant T Weteran T Application T Hatters
— Date of

Commisgion Decigion IUZ Dec 1539 D& Lodgement |22 Dec 1333

— Date that the S137 Report waz —————— — Administrative Matter [tems
Received by the YRE IUE Feb 2000 |z there Confidential Information? v
Sent out to the Hepresentativel |z any information under Section 148[B4] required? r

5148 was Sent |1 0 Feb 2000 5148 Action Completed |D3 Apr 2000 5148 Follow Up Action Ocoured I'I 7 Mar 2000

"Date that the

Mizcelaneous D ates

Diate that Parties Advize they are Mot Ready to Proceed ID‘I Sep 2000 Applization Finalization I

COR Receipt I HesubmissinnlSD Moy 2000 IMatter updated with 5157 Status. Ithunti B‘I

Hew | Save | Delete | MHotes |HealingF'_rep| Hearing | Letters | Exit

Generate standard letter RV15:2 ‘Advice of Adjournment Due to Inadequate
Case Preparation by Advocate’(include a standard letter L321 [or L323] COR
with the letter). If a COR is already received, the application is relisted for
hearing (see procedures in 7.3 of this manual), but only if the Registrar is
satisfied that the matter is now properly prepared. Wherever possible, all
adjourned matters should be relisted before the same panel members, or, at
least, by the same Senior Member. So include the panel members from the
adjourned hearing as an ‘Included Member’ on the ‘Members’ tab of the
‘Hearing Preparation Maintenance’ window. To do this double click on a
blank row and add the members names. Depress the ‘Notes’ button and make
an entry such as “Refer to the Registrar before placing in the listing queue”
(see screens in part 7.3 of his manual).
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15.2.4 - 15.2.,5 Standard adjournment

Following the hearing of the adjournment decision (see chapter 17 of this
manual), the ‘Matter Result’ ‘Adjourned S151° is selected and the record
‘Saved’.

3 Matters Maintenance

VB Registration No 7991555 Applicant: Sam_uel Al:fl?ham Marks
Stage:  Await Decision
Commizzion Decizgion Type IEntitIement j Rating ID
Fenzion R ate Under -
Review I J
Matter lssue Iischaemic heart disease ﬂ o
M atter Fesult Adjourned 5151 ﬂ
- Adjourned 5143 -
Decizsion
Adjourned 5152 J
Affirm
Affirn Death
Comments Dismissed Section 15544(5)
Dizmizsed Section 15544[7]
Dizmissed Section 155AB(5] 7
o atten Firalized - Adjourned Matter Published [
Hew | Save | Delete | Previous | I gt | E xit |

When the decision and reasons are published, the ‘Adjourned Matter
Published” box is ticked and the system updates the field ‘Date of S151
Action’ on the “‘Application’ tab.

5151 Status Update [ ]

Thiz action will update the 5151 Statuz. Do pou wish bo continue?

When the published adjourned matter is ‘Saved’, the system updates the
“PNR” date with that date.

Update Party Mot Ready 1]

Thiz action will update the Party Mot Feady to Proceed Date. Do pou want bo continue?

Wherever possible, all adjourned matters should be relisted before the same
panel members, or, at least, before the same Senior Member. So include the
panel members from the adjourned hearing as ‘Included Member’(s) on the
‘Members’ tab of the ‘Hearing Preparation Maintenance’” window. To do this
double click on a blank row and add the members name. Generate standard
letter RV15:1 “Advice of adjournment following failure to attend’. (See
screens in part 7.3 of his manual). If the application is to be listed
immediately, place the date in the ‘COR Date’, ‘Save’, select Yes to add a
‘List Queue Insertion Date’, and generate letter L81 “Listing Instructions’.
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Applicant: Stuart Arthur b arvin
jstration Mo' [ DI
‘ WRE Registration No' JIE Stage: Pre-List ‘
[ adminMatters | Dismissal 1 AAT 1 5152 | 531

Applicant T Weteran T Application T Application Dates I Matters
Commiszion Decision |1 6 Dec 1993 DA Ladgement 22Dec 1998 ‘

" Date that the 5137 Report was | | Administrative Matter [tems

Date of

Feceived by the YRE |D1 Feb 1993 |5 there Confidential Information? r
Sent out to the Hepresentativel | any information under Section 148(64] required? r

"Date that the

5148 was Sent IDT Feb 1933 5148 Action Completed | 22 Feb 1993 5148 Follow Up Action Occured I ‘

Diate that Parties Advize they are Nat Ready to Proceed ID] Sep 1999 Application Finalization I

COR HBCEIDl Resubmission |31 Oct 1939 IPartles Mot Ready To Procesd

" Miscellaneous Dates

‘Anew  |[(EHEe. ] Xpeee | ) nigtes | & Heaing | 85 Loters | Pega |

Generate standard letter RV15:4 ‘Advice of Adjournment — Unrepresented
Applicant” if the applicant is unrepresented or RV15:55 4 ‘Advice of
Adjournment —Represented Applicant’ if the applicant is represented (include
a standard letter L321 [or L323] COR with the letter). If a COR is already
received, the application is relisted for hearing (see procedures in 7.3 of this
manual).

Wherever possible, all adjourned matters should be relisted before the same
panel members, or, at least, before the same Senior Member. So include the
panel members from the adjourned hearing as an “Included Member’(s) on the
‘Members’ tab of the ‘Hearing Preparation Maintenance’ window. To do this
double click on a blank row and add the members names.
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16. Section 152 requests

16.1.3 Decision to adjourn under section 152

Where a matter is adjourned by the Board under section 152 to ask the
Secretary of the Department to obtain information (see 16.5.1 of the
Operations Manual and chapter 17 of this manual), at the window ‘Matters
Maintenance’, select the matter issue(s) adjourned under section 152 and in
the field ‘Matter Results’ select ‘Adjourned 152° from the combo box.
Complete all the “Matter Results’. When the decision is ready to be published
ensure that, for all matters, the ‘Matter Finalised’ or ‘Adjourned Matter
Published’ box is ticked.

3 Matters Maintenance

VB Registration No 7991555 Applicant: Sam_uel Al:fl?ham Marks
Stage:  Await Decision
Commizzion Decizion Type IEntitIement j Rating ID
Penzion Rate Under -
Review I J
Matter lssue Ichest prablems ﬂ o
Matter Flesult Adjouned 5152 ﬂ
Decis Adjourned 5149 a
BEIEEn |Adjoumed 5151
Ldiourned 5152 J
Affirmn
Affirm Death
Comments Dismissed Section 15544(5)
Dizmizzed Section 15044(7)
Dizmizsed Section 1554B[5] 7
o atten Firalized - Adjourned Matter Published [
Hew | Save | Delete | Previous | I gt | E xit |

‘Exit” the record and the system takes the user to the ‘Application
Maintenance’ window, ‘S152’ tab. In the field *“Hearing Date’ put the date of
the adjournment, at the field ‘Request sent to DVA’ put the date the decision
was published to the Department, and in the field ‘S152 Reason’ select an
appropriate entry from the combo box.
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% Application Maintenance [ _ [=] x| I
Applicant: Samuel Abraham Marks
istration Mo' DR BI .
WEE Registration Ho' [k Stage: 5152 Action
[ Applicant T Yeteran T Application T Application D ates T Matters
Adrmin M atters T Dismizsal AAT 5152 T 53
Hearing D ate Im Sep 2000 Response Received from DVA I
Request Sent to DVA, I'I'I Sep 2000 Sent to Senior Member I
5152 Reazon tedical evidence j Applicant Motified of 5152 Result I
5152 Action followed up with D I 5152 Action Completed I
— Senior Member
Mame | B-I DI
Comments ;I
Mew Delete | MHotes | Hearing Frep | Hearing | Letters | Exit |

‘Save’ the record and the system creates a system note, modifies the
resubmission date to the date the 152 was requested from DVA + 90 days, and

blanks all subsequent date fields on the tab.

Update Resubmigzion Date E2

Currently, the resubmiszsion date is 30 Mov 2000 Would you like to update the resubmission date to
be 10 Dec 20007

16.6.2 Follow up of S152 request

If, after 90 days from publication, the Department has not replied to the
request for further information place the date in the field ‘S152 Action

followed up with DVA’.
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% Application Maintenance [ _ [=] x| I
Applicant: Samuel Abraham Marks
istration Mo' DR BI .
WEE Registration Ho' [k Stage: 5152 Action
[ Applicant T Yeteran T Application T Application D ates T Matters
Adrmin M atters T Dismizsal AAT 5152 T 53
Hearing D ate Im Sep 2000 Response Received from DVA ||
Request Sent to DVA, I'I'I Sep 2000 Sent to Senior Member I
5152 Reazon tedical evidence j Applicant Motified of 5152 Result I
5152 Action followed up with DWA, I‘I 2 Diec 2000 5152 Action Completed |
— Senior Member
Mame | B-I DI
Comments ;I
Hew | Save | Delete | MHotes | Hearing Frep | Hearing | Letters | Exit |

‘Save’ the record and the system creates a system note, and modifies the
resubmission date to the section 152 follow up date + 90 days. Depress the
‘Notes’ button and make a note detailing the progress by the Department.

Update Resubmigzion Date E2

Currently, the resubmiszsion date is 10 Dec 2000 Would you like to update the resubmission date to
be 12 kar 20017

Follow up requests every 90 days until a reply is received.

16.7.1 Replies to requests

When a reply to a section 152 request is received from the Department, the
procedures detailed in section 16.7 of the Operations Manual are to be

complied with.

In the ‘Application Maintenance’ window, at the ‘S152’

tab, in the field

‘Response Received from DVA’ place the date of receipt and ‘Save’ the

record.
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% Application Maintenance

VB Registration No' [ CETERS Applicant: Samuel Abraham Marks

=

Stage: 5152 Action
[ Applicant T Yeteran T Application T Application D ates T Matters
Adrmin M atters T Dismizsal AAT 5152 T 53
Hearing D ate Im Sep 2000 Response Received from DA I‘I 8 Dec 2000
Request Sent to DVA, I'I'I Sep 2000 Sent to Senior Member ||
5152 Reazon tedical evidence j Applicant Motified of 5152 Result I
5152 Action followed up with DWA, I‘I 2 Diec 2000 5152 Action Completed |
— Senior Member
I arne | B-I DI
Cormments ;I
Hew | Save | Delete | MHotes | Hearing Frep | Hearing Letters | Exit |

16.7.3 Reply sent to Senior Member

In the “‘Application Maintenance’ window, at the ‘S152’ tab, in the field ‘Sent
to Senior Member’ place the date, in the field ‘Senior Member — Name” select
the Senior Member from the picklist and ‘Save’ the record. The system creates
a system note and generates standard letter RV16:4 (Advise of S152 reply).

3 Application Maintenance [ _ =] =] I
Applicant: 5amuel Abraham Marks
istrati W T99/1955 = .

YRE Reaistration Mo' [k _I Shage: 5152 Action

[ Applicant T Weteran T Application T Application D atesx T Matters

Admin Matters | Dismissal | 4T | 5152 1 531

Hearing Date ID'I Sep 2000 Fesponse Received from DvA |1 8 Dec 2000
Request Sent to DA |11 Sep 2000 Sent to Senior Member |2D Dec 2000
5152 Reazan Medical evidence j Applicant Hotified of 5152 Result I
5152 Action Followed up with DA |1 2 Dec 2000 5152 Action Completed I

— Senior kember
Mame: IFIDbert Eadie DI
Comments ;l
Hew | Save Delete MHotes Hearing Prep Hearing Letters | Exit |
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16.7.4 Senior Member reply

The Senior Member may:

e direct that the matter be listed for hearing (see 16.8 below);

e require that a supplementary request be made to the department (see 16.7.5
below);

e require that a request under section 148(6A) be made to the Department
(see 6.1.6 of this manual);

e or ask that the original request be complied with (see 16.7.5 below).

Enter the details of the senior Member’s reply in the field *“Comments’. ‘Save’
the record.

Where the Section 152 action is completed, place the dates in the fields
‘Applicant Notified of S152 Result” and S152 Action Completed’. ‘Save’ the

record.
& Application Maintenance M= B I
Applicant: 5amuel Abraham Marks
jstrati W 739/1955 Dl i
YEEB Registration Mo’ [k Stage: 5152 Action
[ Applicant T Weteran T Application T Application D ates T Matters
Admin b atters T Disrmiszal T HAT T 5152 T 531

Hearing Date ID'I Sep 2000 Response Recetved from DVA |1 8 Dec 2000
Fiequest Sent to DV, |11 Sep 2000 Sent ta Senior Member |2D Dec 2000
5152 Reagzon tedical evidence j Applicant Motified of 5152 Result |1 0Jan 2001
5162 Action followed up with Db, I‘I 2 Dec 2000 5152 &ction Completed I'I 0Jan 2001

— Senior Member

Mame  [Robert Eadie EIEI

Comments |To be listed for a resumed hearing. ;I
=
Hew | Save | Delete | MHotes | Hearing F'_repl Hearing Letfters | Exit |

Follow the procedures in 16.8 of this manual.

16.7.5 Supplementary section 152 Request or Request
to Comply with original section 152 request

If the Senior Member asks for supplementary information, or has decided that
the response from the Department does not comply with the original request, a
letter is prepared by the Registrar and sent to the Department. Copies of this
letter and the documentation already supplied by the department, are sent to
the applicant an their representative.

In the ‘Application Maintenance’ window, at the ‘S152’ tab, ‘S152 Action
followed up with DVA’ place the date. ‘Save’ the record and the system
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creates a system note, and modifies the resubmission date to the section 152
follow up date + 90 days.

= Application Maintenance

VRB Registation Mo [[TRRES =] :tpapg"::ant 2:;‘; :;':;:ham Marks
|/ Applicant T Weteran T Application T Application D ates T Matters
Admin Matters | Dismissal | asT | 5152 1 531
Hearing Date m Rezponse Received from DA, I—
Request Sent to DVA Im Sent to Senior Member I—
5152 Reasan Medical evidence =] Applicant Notified of 5152 Result [
5152 Action fallowed up with Db, Im 5152 Action Completed I—

— Senior Member

Mame |F|nbert E adie EIEI

Comments |Fesponse does not confirm diagnosis. Further request zent to DVA, ;I
J <]
Hew Delete | Motes | Hearing F'[epl Hearing Letters | E it |
Update Resubmizsion Date

Wwhould you like to update the Resubmizsion date to be 10 Apr 20017

Depress the ‘Notes’ button and make a note detailing the nature of the follow
up with the Department. On receipt of the reply follow 16.7.3 above.

16.7.6 Senior Member request under S148(6A)

If the Senior Member makes a request for further investigation under
S148(6A), make a suitable entry in the field ‘Senior Member — Direction’,
place the date in the field ‘S152 Action Completed’, ‘Save’ the record and
follow the procedure at 6.1.6 of this manual.
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5 Application Maintenance

B_I Applicant; 5amuel Abraham Marks
Stage: 5152 Action

YREB Registration No' ek

( Applicant T Weteran T Application T Application Dates T Matters
Admin Matters | Dismissal | AAT | 5152 T 531
Hearing Date m Response Received from DA I—
Request Sent to D, m Sent to Senior Member I—
5152 Reason Medical evidence =l &pplicant Notified of 5152 Resul [
5152 Action followed up with DA I— 5152 Action Completed m

— Senior Member

Mame |Hobert Eadie ,EIEI

Comments |4 further request has been made under section 148[B4). ;l
Mew | Save Delete Motes Hearing Prep Hearing | Letters | Exit

% Administrative Matters

Applicant; 5amuel Abraham Marks

WHEB Registration No' T93/1955

Stage: Admin Action

Generdl | Death 1 Walidy | Confidertial | 148(6A)
Infarmation Requested [ sychiatric report. ﬂ

Date of Request |1 2Jan 2001

5148(R4) Action Cormplete I

Adminigtrative Hearing Date I

Adminigtrative Hearing Resultz I j
Comments
| - |
=
Sawe | Delete | E it |

Following completion of the S148(6A) request (including any computer action
in ‘SAM?), treat the reply as if it was a S152 reply and follow 16.7.3 above.

16.8 Relisting Applications following section 152
adjournment

Where the section 152 request is satisfactory, in the ‘Application
Maintenance’ window, at the ‘S152 tab, in the field *Senior Member —
Direction’ state that the matter can be relisted for hearing, in the field
‘Applicant Notified of S152 Result’ place the date of receipt and ‘Save’ the
record.
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3 Application Maintenance

YRE Fegistration Mo

Applicant: 5amuel Abraham Marks

Stage: 5152 Action
[ Applicant T Veteran T Application T Application D ates T Matters
Admin Matters | Disrrissal Il AT 5152 1 531

Hearing Date

|D1 Sep 2000
I'I1 Sep 2000

Fequest Sent to DA

|18 Dec 2000
|2D Dec 2000

Response Received from DWVA

Sent to Senior Member

5152 Reason

Medical evidence

Applicant Motified of 5152 Result

|1DJan 2001
|1DJan 2001

[
|12 Diec 2000

5152 Action followed up with DA 5152 Action Completed

— Senior Member

Mame  [Robert Eadie =0
Comments |To be listed for a resumead hearing. :l
| -
Hew | Save | Delete | MHotes | Hearing Prep | Hearing | Letters | E xit |

If the program asks you if you want to enter the date as the ‘List Queue
Insertion Date’, select NO.

Update Listing Queue 1]

WWhould you like to update the Listing Queue Insertion date to be 10.Jan 20017

Mo |

Go to the ‘Application Dates’ tab and at the ‘COR Date’ put the date. Select
the *Application’ tab and the record and the system asks about updating the
listing queue insertion date.

% Application Maintenance

Applicant: 5amuel Abraham Marks

VRE Registration No' [l

=

Stage:
[ AdminMattes | Dismissal | AT 5152 | 531
Applicant T Veteran T Application T Application Dates T Matters
— Date of
Commigsion Decision |D2 Dec 1933 D8, Lodgement |22 [Dec 1933
— Date that the 5137 Report was ————— [~ Administrative Matter [tems
Feceived by the VRE IUS Feb 2000 Iz there Confidential Information? v
Sent out ta the Hepresentativel Iz any infarmation under Section 148(B4] required™ I

"Date that the

5148 waz Sent I'I 0 Feb 2000 5148 Action Completed IDB Aypr 2000 5148 Follove Up Action Docurred |1 7 ar 2000

~ Mizcellaneous Dates

[rate that Parties Advize they are Mot Beady to Proceed I

Application Finalization I

COR Reoeipt [10Jan 2001 Resubmission|

E

Save | Delete |

Motes | Hearing F'[epl Hearing |

Letters |

Ext |
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Update Resubmizsion Date 1]

WWhould you like to update the Listing Queue Insertion date to be 10.Jan 20017

Applicant: 5amuel Abraham Marks
Stage: 5152 Action

[ AdminMattes | Dismissal | AT 1 5152 | 531
Applicant T Veteran T Application T Application Dates T tatters

— This application is being processed by
I J Date of 5143 Action I
Reaqistry | TAS * | Curent Besponsibility I\IHB
Date of 5151 Action I
—Application Origin / Tranzfer Details Archive Details
Date I
Type [Restored =] Datesl [31aug2000 | =
e Location |

— Attendance Details
Type IIn abzentia ﬂ Reprezentative I B'I DI

— Ligting Queue

Weteran Deceased? r
Friority | GE=H | Listing Queue Insertion Datel'l 0 Jan 2001
Restrict Application r
New | Save | Delete | Motes | Hearing Frep | Hearing | Letters | Exit |

‘Save’ the record and the system asks about recording the hearing preparation
information. Select Yes. Check that hearing details are still correct and
complete if necessary.

Go to the ‘Members’ tab and select the ‘Add’ button. Select ‘Include
Members’ and add the members who sat on the adjourned hearing.

% Select Hearing Preparation .. =] E3

Fleaze choose which bype of member to record

" Excluded Member

Ok Cancel
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% Hearing Preparation Maintenance

Applicant: 5 amuel Abraham Marks

WRE Registration Mo' e X
Stage: Pre-List

Beqts T LCommizzion T Members ]

Included Member Excluded Member
Blaikie D avid Cargl
Bryce, Stuart Alexander

E adie Robert

Add ElEE

Delete | Exit |

‘Save’ the record and ‘Exit’ the screen. The stage should now be ‘Pre-List’.
Go to “Letters’ and print out the form “L81 Listing Instructions’.

Go back to “Letters’ and generate the standard letter L161 ‘Section 152 to
Applicant’. Select the ‘Reply Adequate’ option.

Section 152 to Applicant E

Select which bvpe of letter bo create

 Reply Inadequate

uls | Zancel |

Include numbered copies of the 152 reply with that letter. Update all section
137 reports held by the Board.
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17. Reasons for decision

At the conclusion of the hearing, the members of the hearing panel make a
decision on the application and prepare reasons for their decision.

Post Hearing

Following the hearing of an application open the application record and select
the Hearing button. In the Hearing Maintenance window, on the Hearing Info
tab, in the field Tape Number, place the numbers of the tapes used. If the
applicant was present tick the Applicant Present box. If the representative (or
advocate) was present tick the Representative Present box. If there were other
people at the hearing include their names in the Others Present text field.
Make any relevant comments. Save the record

% Hearing Maintenance

Drate Tirne

22Jan 200 930 Panel Mo'
Applicant (Y 5, Sydney Andre

Hearing Info T Decisions/Reasons ]

Location

~ Panel Members

Preziding Member |Jpton, Margaret Anne

Service Member

Other Member Waughn, Matthew Malcolm

—%RE Registration Mo's
TO0AFS

—Attendance Reply

Received IEIS Jan 2001 Follow Up I

Applicant Present 7

Tape Mumber
Representative Present W
Others Pregent |Mrs Marks =1
Il
Comments I ﬂ

Select the Decisions/Reasons tab. Double click on the yellow Author field and
select the author from the Panel Members screen. Continue to select the
second and third members. Save the record.
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% Hearing Maintenance

Tirne

22 200 330 Panel Mo’
Lecation QL aks, Sydney Andre

Hearing Infa T Decisions/Heasons ]

— Signatures

TooA0731
Author Tharpe, Peter
Authar Draft

Draft Typed
Authar Comection
Correction Typed
tember To Authol
Changes Made
Sighed By Authar
Second Member | Uptan, Margaret Anne
To 2nd Member
2nd T o Authar
Sighed by 2nd
Third Member Y aughn, b atthew b alcolm
To 3rd Member
3rd Ta Authar
Sighed by 3rd

Comnrmets

| i

Double-Click applization heading for M atters.

Page 112

Double click the file number on the line above the author that opens the
Matter Maintenance window. Record the Matter Results for each issue then

Save the record.

DO NOT TICK the ‘Matter Finalised” or ‘Adjourned Matter Published’ boxes
at this time, as those boxes are ticked once the decision has been published.
(See Finalising the matters and the application below for details on this

procedure.)

% Matters Maintenance

WRE Registration Mo' TO0/0791 Applizant. h’!alks, Sydney Andre
Stage: Listed

Commizzion Decizion Type IEntitIement j Rating ID

Penzion Rate Under -

Review I J
M atter |ssue Ipnst auricular furuncle j EEVE

 atter Result ISet Agide and Remitted j
Diecizion :I
Commnents ;I

t atter Finalized I Sdiourred Hatter Publishied s [0
Hew Lelete PBrevious MHest E it
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Finalising the matters and the application
Final Post Hearing Actions

During the preparation of the reasons for decision, an accurate record of the
file movements between the members should be made. When appropriate the
dates of those file movements must be entered into the appropriate fields of
the Hearing Maintenance screen, Decisions/Reasons tab.

When the decisions and reasons are ready to publish, on the
Decisions/Reasons tab, the Ready to Publish field must be completed. If no
date exists in this field, the system will not finalise the application record.

% Hearing Maintenance

Date 22 .Jan 2001 Time Parel Ma'

tember To Author

Hearing Info T Decisions/Heazons ]
— Signatures
TOo/0791
Author Tharpe, Peter
Author Draft 23 Jan 2001
Draft Typed 23 Jan 2001
Author Comection | 23 Jan 2001
Carrection Typed | 24 Jan 2001

Changes Made

Signed By Author | 24 Jan 2001

Second Member | Upton, Margaret Anne

To 2nd Member | 24 Jan 2001

2nd T o Authar

Sigred by 2nd 25 Jan 2001

Third Member *aughn, b atthew b alcolm
To 3rd Member | 26 Jan 2001

3rd Ta Authar

Sigred by 3rd 26 Jan 2001

Ready to Publish 26 Jan 2001

Comments

[« ] 2

Double-Click applization heading for M atters.

Exit the screen.
Decision and Reasons Covering Letter

In the application record, select the Letters Button. Print the Decisions &
Reasons Covering Letter. See 17.4.1 and 17.4.3 below.

Completing the matters and finalising the application

In the ‘Application Maintenance’ window at the ‘Matters’ tab, one at a time,
select the matters that are completed.
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Applicant; 5amuel Abraham Marks
Stage:  Await Decision

[ AdninMaters | Disrrissal 1 AAT | 5152 1 531
Applicant T Weteran T Application T Application D ates T Matters
Decizion Type | Matter | Current Pension Rate | Result
Entitlernent izchaemic heart dizeaze
Azzezzment pension assessment at 307
E ntitlernent acute sinuzitiz

ad | e |

Hew | Sawe | Lelete | Motesz |HealingF'_rep| Hearing | Letters | Enit |

In “Matters Maintenance’ at the field ‘Matter Results’, confirm the appropriate
result then tick the ‘Matter Finalised” or ‘Adjourned Matter Published’ field

and ‘Save’ the record, the system writes a note about the result. Repeat for all
finalised matters.

3 Matters Maintenance

VB Registration No 7991555 Applicant: Sam_uel Al:fl?ham Marks
Stage:  Await Decision
Commizzion Decizion Type I.&ssessment j Rating ID
Pension Rate Lnder Ipension azzezzment at 307 of the General rate j
Review
Matter lssue I ﬂ AT |
Matter Result ISet Aside and Increase ﬂ
Decizion ;I
Commnents ;I
b atter Finalized vl Ediourred batten Pillished 7
Hew Delete | Previous | I gt | E xit |

Where the result is to ‘vary’ the diagnosis of the claimed condition, select the
matter result, tick ‘Matter Finalised” and ‘Save’ the record.
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3 Matters Maintenance

VB Registration No Applicant: Sam_uel Al:fl?ham Marks
Stage:  Await Decision
Commission Decizion Type IEntitIement j Rating ID
Fenzion R ate Under -
Review I J
Matter lssue Iacule sinusitiz ﬂ o |
Matter Result IVBW [
Decizion ;I
Comments :I
b atter Finalized vl Ediourred batten Pillished 7
Hew | Save | Delete | Previous | I gt | E xit |

Depress the ‘New’ button and add the new matter issue that replaces the
varied condition.

% Matters Maintenance

WRE Registration Mo' T33/1955 Applizant. Sam-uel Ah_l?ham Marks
Stage:  Await Decision
Commizzion Decizgion Type IEntitIement j Rating ID
Fenzion R ate Under -
Review I J
M atter |ssue Ilhinitis j ' |
 atter Result ISet Aside and Assess j
Diecizion ;l
Comments :I
v Sdiourred Hatter Publishied s [0
Hew | Sawe | Lelete | PBrevious | MHest | E it |

When all the matters are finalised, the system places the date that the last
matter was completed in the field 'Application Finalisation' and locks the

application from amendment. Only a Supervisor or Administrator can restore
a finalised application.
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Applicant; 5amuel Abraham Marks
Stage:  Application Finalised
[ AdninMaters | Dismissl | 8T | 5152 1 531
Applicant T Weteran T Application Iatters
— Date of
Commizzion Decision
— Date that the S137 Report was ———— [~ Administrative Matter [tems
Received by the YRE 09 Feb 2000 [z there Eanfidential I Hfamatione. v
Sent out to the Heplesentative_ |E am man et W e seatiam ke Bl regured r
Date that the
’751 48 was Sent QTP 5148 Action Completed [eFragaui 5148 Follow Up Action Decurred IEMGEREUUI]
Mizcellaneous Dates
Date that Parties Advize they are Mot Ready to Proceed _ Application Finalization [IEEf g
COR Receipt ETNMPRN  Resuorission [ N RNEEEEN I B — |

Hew | SEvE | Elete | Motesz |HealingF'_rep| Hearing | Letters | Enit |

17.4 Publication of Decisions and Reasons

Depending upon the outcome of the hearing, different procedures for
publication occur for applications that are not finalised. For adjournments
under section 151 of the Act, see chapter 15 of this manual. For adjournments
under section 152 of the Act, see chapter 16 of this manual.

17.4.1 Publication letter

When the reasons and decision are completed and have been signed off by all
the members, they are published to all parties, accompanied by standard letter
L173 “Decisions and Reasons covering letter’ and form RV17:4, ‘AAT rights
of appeal information’.

17.4.3 Adjournment publication letters

S151 publication letters are found in L151 ‘Advice of Adjournment. See
chapter 15. Options available are:

Advice OF Postponement Selection E

which type of letter do wou wank ko createy

"~ Inadequate Case Preparation by Advocate

™ Qbtain Mare Evidence

oK Zancel
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S152 publication letters are found as a part of L173 ‘Decisions and Reasons
covering letter’. See chapter 16. Options available are:

D & R Covering Letter Selection I

— Which tvpe of covering letker dao wou want to create? ——

Al matters finalised

" Part finalisedjpart adjourned

OF Canecel
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18. Administrative Appeals Tribunal

Select the ‘Application Maintenance” window, ‘AAT’ tab and select ‘Add’.

B_I Applicant; 5amuel Abraham Marks
Stage:  Application Finalised
( Applicant T Weteran T Application T Application Dates T Matters
Admin Matters | Dismissl | AAT 1 5152 1 531

AAT Application Na' |MT Hearing D ate |F|esull Date |MT Results

add | piEE|

Mew | HEVE | Welete | Motes |HearingF'_rep| Hearing | Letters | Exit |

Enter the full ‘AAT Application No.” and appropriate dates in the fields: ‘Date
29(11) Notice Received’; and ‘VRB Hearing Date’. If the decision under
review is a decision of the Board, ie not affirmed, tick the field ‘VRB
Responsible for Report’. ‘Save’ the record and the system creates a system
note about the receipt of the application to the AAT.

3 AAT Maintenance

Applicant; S5amuel Abraham Marks

WHEB Registration No' T93/1955
EASEtEn RO Stage:  Application Finalised

AAT Application Mao' |T2DDD£345

Date 29(11] Matice Received [04 Oct 2000 VRB Hearing Date [04 Sep 2000
WRB Responsible for Report I Conference Dates

Date 537 Report Sent to AAT I :I
D ate of Statement of |ssues I | LI
Date of Statement of Facts & Contentions I

Date of 44T Hearing I— Iz thiz an appeal against a dismissal? [~
Fesult Date I— Iz there an appeal ta the Federal Court? [~
AAT Results Comments

| [ | I il
Delete | Bt |
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Should the Board be responsible for the preparation of the section 37
document, when the report is completed, in the field ‘Date S37 Report Sent to
AAT’, enter the date the section 37 document was sent to the parties.

The Administrative Assistant in the Principal Registry is responsible for
completing any further entries on the *‘AAT’ tab. It is expected that entries will
only appear for matters where the decision of the Board is under review (ie
Set-Aside or Dismissed).

# AAT Maintenance

VRE Fegistration Mo T53/1955 Applicant. S amuel Abraham Marks
Stage: Application Finalized

AAT Application Mao' |T2DDDHS45
Date 239(11]) Motice Recaived 04 Ot 2000 VRE Hearing Date |D4 Sep 2000
WRE Responsible for Bepaort v Canference Dates
Date 537 Report Sent bo 84T |1 5 Oct 2000 ;I
Date of Statement of |ssues I | LI
Date of Statement of Facts & Contentions I
Date of AAT Hearing I— | thiz an appeal against a dismizzal? r
Fesult Date I | there an appeal to the Federal Court? [~
HAT Results Comments

MHew Delets | Exit |

Dismissal - if the decision under review is a decision of the Board to dismiss
the application (for review of the decision of the Repatriation Commission),
tick the field “VRB Responsible for Report’. As there is no ‘VRB Hearing
Date’, do not place a date in this field. ‘Save’ the record and the system
creates a system note about the receipt of the application to the AAT. If the
appeal to the Administrative Appeals Tribunal is against a dismissal, the VRB
File is forwarded to the Executive Officer and a system ‘Note’ made about
that file movement. (See procedures at 6.2.27 of this manual.)

% AAT Maintenance

VAB Registration No' | EETAE AR S LTS

Stage: Application Finalised
AAT Application Mao' |T2DDDHS45
Date 29(11) Motice Received |04 Oct 2000 WREB Hearing Date I
VRE Responsible for Beport v Conference Dates
[ate 537 Report Sent bo AAT I ﬂ
Date of Statement of |ssues I I j
Date of Statement of Facts & Contentions I
Date of SAT Hearing I— |z this an appeal against a dismissal? W
Fresult Date I |z there an appeal to the Federal Court? T
S4T Results Comments

LDelets | Exit |
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19. FOI, Ombudsman, AD(JR)Act
19.2 FOI

Where a request for Freedom of Information is made to access records held by
the Board for an application, a ‘Note’ must be made, outlining the request, the
result of the request and detailing the documents released for viewing.

% Motes Maintenance

Applicant; Sandra Alison Matthews
Stange: Pre-Contact

YRE Registration No'  EMERIEER

Lser [ Date | Motes

Order of Mates ——— [~ Type of Motes ta Display
’7 [ Date Descending ’7

€ User Input " Sypstemn Generated " Buoth Betrieve |

it | Bt |

Select ‘New’ and a ‘User Entered Notes’ box appears.

& User Entered Notes

Applicant. Sandra Alison Matthews
Stage: Pre-Contact

The Applicant requested a copy of the ariginal ‘Applicant's ;I Other Applications

Advice' form, The request wag granted,

YRE FReqistration No'  EREEREER

LI Click on those applications which need
to have these notes applisd.

Exit |

‘Save’ the ‘Note’.

19.3 Ombudsman

Where the Ombudsman receives an inquiry about a Board application, and the
board is approached to provide information, a ‘Note’ must be made outlining
the request, the result of the request, and detailing any actions that have been
taken by the Board.
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& User Entered Notes

YRE Fegistration No' (K]

Stage:

Applicant. Sandra Alison Matthews
Pre-Contact

The Ombudsman has requested details of the process taken by ;I
the Board in listing this application "'In Abzentia”. The applicant's
direction, taken from the bpplicant's Advice' form was described

to the Ombudsman.

[ |

Other Applications

Click an those applications which need
to have these notes applisd.

Exit |
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19.4 AD(JR)Act

Where a person applies to the Federal Court under the AD(JR)Act, a system
‘Note’” must be made, outlining the nature of the application, the actions taken
to supply details of the Board decision, or actions regarding the production of
the section 13 statement. The Board file is generally forwarded to the Director
(Legal and Information Services) and this should also be detailed in the

‘Notes’.

5 User Entered Notes

WEE Registration No'
Stage:

Applicant: Sandra Alison Matthews
Pre-Contact

The applicant haz applied under AD[JR]A to the Federal Court
against the decision ta adjourn the Board hearing under 152 to
obtain information on the veteran's work history. The file has been

zent to the Director [LE1S] on 3 October 2000,

[—|

||

Other Applications

Click on those applications which need
to have thesze notes applied.

E xit |
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Completed Applications

Completed applications can be viewed by selecting the Criteria button located
next to the “VRB Registration No.” field, on the ‘Application Maintenance’
window.

# VREB - System for Application Management

File Beports Maintenance Help

# Application Maintenance

o , Applicant: Stuart 2
W¥HRB Registration No ITSBH1 023 Stage: Party N
f Admin b atters T Dizmizzal T AAT
Applicant T Weteran Application
Surname IMaWin Given Mames |Stuart Aurthur
Iz the Applicant the Yeteran? v Dt Client 1D |2DDDB45
Address | Telephar
1

Then in the *Application Status’ field select ‘Finalised’.

3 Criteria Window

Applicant T Weteran T Application T Beprazentative ]

YHE Regiztration Mo I Applicant Surname IMatid
D& File Na' I Weteran Surnanme I
Application Status IFinaIised 'I AAT Application No' I

LClear | Ok | LCancel |

Include either the ‘VRB Registration Number’ or, the ‘Applicant’ or “‘Veteran
surname’, select ‘OK’ and choose the application from the list provided by
double clicking on the appropriate entry line.

& Application List

YRB Reqistration No |.-’-‘n.|:|plicanl |\-"eteran | D44 File Mun
A00/0783 Matiz, Sineon & Matiz, Simeon & N55333333E

Criteria | Ok Cancel
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Interstate Transfers

At present, only ‘Administrators’ can perform transfers of records from state
to state on VrbSAM. The function will be available to ‘Supervisors’ in the
near future.

Where an applicant, either directly or through DVA, advises the Board that
they have moved interstate, the application is to be transferred to the
appropriate state registry.

In the ‘Application Maintenance” window, at the ‘Application’ tab in the field
“This application is being processed by — Registry’, from the combo box select
the Registry name that the application is going to. In the field ‘Application
Origin — Type’, from the combo box select ‘Transferred In’. ‘Save’ the record
and the system adds the current date in the field ‘Date of Origin’ (in the
example below the application is being transferred from Tasmania to New
South Wales on 4 September 2000).

% Application Maintenance

Applicant: Simeon A Matiz
jztrati W 200/0733 B‘I
WHEB Registration Mo Stage: Pre-Contact
[ AdmnMatters | Dismissal | a1 | 5152 1 531
Applicant T Weteran T Application T Application Dates T Matters
— Thiz application iz being processed by
Fogi I J Date of 5149 Action I
eqisty | MSw * | Current Responzibility IDV,.'.-.,
Date of 51517 Action I
—Application Origin o/ Transfer Details Archive Detaily
Date I
Type | Transferred In +| Date of |D4 Sep 2000 @ F=
I J Action .—I Laesiia I

— Attendance Details
Type I[None] ﬂ Reprezsentative I EIEI

— Lizting Queue

Yeteran Deceazed? r
Pricrity | Lo | Listing Queue [nsertion Dalel
Restrict Application r
Mew Delete | Motes | Hearing F'_repl Hearing | Letters | Exit |

The application is now assigned to the new registry and, while the old registry
can still view the details of the application, only the new registry can amend
the record.
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Delete Records
‘Supervisors’ have the ability to delete system record in VIbSAM.
Records should only be deleted if the record has been created in error.

Details of deleted records must be notified immediately to Marian Hodge in the
Principal Registry. Marian can then check that all associated data has been removed.

Marian requires the:

Deleted file number;

Applicant Name;

Veteran Name;

The date the file was created; and
The date the file was deleted.

Contact Marian by e-mail at marian.hodge@dva.gov.au
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Security

SAM Users

The VRB SAM program is only accessible by those users with a VRB security
access. Security levels and their descriptions are:

View Only - read only access to application data
DVA Staff - restricted to data entry in the ‘Applicant’ tab,

“Veteran’ tab, and the fields ‘Commission Decision’
and * DVA Lodgement’ on the ‘Application Dates’

tab.
Data Entry - restricted data entry of applications and some tables
Supervisor - perform data entry on applications, update most

tables, delete and restore applications
Administrator — absolute update access to all data
Only an ‘Administrator’ can add new users or amend security levels.
Go to the “VRB System for Application Management’ menu, select

‘Maintenance’, Reference Data Maintenance’, ‘User Maintenance’ and the
following screen appears.

3 User Maintenance

Uszer D Il— EI

State Iﬂ ¥ Active?
Role I j

Uzer Hame |

UszerJob Title |

Hew | Save | Delete | Exit |

Select “New’ to add a new user or the picklist icon to select an existing user.

Notes

In addition to access security, there is modification security in place on all
system generated ‘notes’. If the system writes a system “note’, that note cannot
be edited or deleted, even by the Administrator(s). Additional ‘notes’ should
be written to explain errors and changes. It will also not be possible to delete a
record; however, errors can be reported to a Supervisor, who will contact the
Administrator, who may correct the record.
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Restricted Access to applications

Some application records will be sensitive and in others the applicant might be
a Board member or a family member of a person working with the Board.
These records can be restricted so that only those users with a security of
‘Supervisor’ or ‘Administrator’ can access these application records.

To restrict an application a ‘Supervisor’ or an ‘Administrator’ selects the tick
box field ‘Restrict Application’ on the ‘Application’ tab and ‘Saves’ the
record.

Applicant: Simeon A Matiz

Stage: Pre-Contact
[ AdmnMatters | Dismissal | a1 | 5152 1 531
Applicant T Weteran T Application T Application Dates T Matters
— Thiz application iz being processed by
Fogi I J Date of 5149 Action I
eqisty | MSw * | Current Responzibility IDV,.'.-.,
Date of 51517 Action I
—Application Origin o/ Transfer Details Archive Detaily
Date I
Type | Transferred In +| Date of |D4 Sep 2000 @ F=
I J Action .—I Laesiia I

— Attendance Details

Type I[None] ﬂ Reprezsentative I EIEI

— Lizting Queue

Pricrity | Lo | Listing Queue [nsertion Dalel

Yeteran Deceazed? r

Mew | Save | Delete | Motes |HearingF'_rep| Hearing Letters | Exit |
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Virus detection

Floppy disks
If floppy disks are to be used either on notebook or desktop computers, they
must be scanned for viruses on every occasion before any files are accessed or
copied from them.

To scan for viruses, do the following (it should take less than a minute):

1. Place the floppy disk in the disk drive.
2. Double click on the My Computer Icon
3. Click the RIGHT mouse button on the Floppy A: drive icon
4. Select and click on Scan for viruses
5. Click on Start
5. My Computer [_ (O] x| & Cheyenne AntiVirus for Windows 95 |_ 5] %]
File Edit Wiew Help Scanning IA'\
|y Computer j = é{;llﬂﬁ il X 2y o
—3 o tatistic:

) | Files Scanned 1} Folders Scanned 0
g\u[fb.?apps on Tstafpl' [E:] Files Infected 1} Boot Sectors Infected 0
1= Lapps1 on 'Tstafpl' (G:)

I=2"thapps on 'Tstafpl' [K:) |
1= Localapps on Tatafpl® (L)
1= Thuntig on ‘T stafpl [M:) —
I=2 &pplications on 'Tstafp1' [N:) i Start Close | Advanced | Help
% Data on Tstafpl*[12) File name | Wi name
|54 Corntrol Panel
|21 Printers
=" Hummingbird Meighborhood
1] | »
|1 object(z] selected i

If no virus is discovered, you may proceed to use that disk.

If a virus is detected, follow the instructions on screen and notify the Admin
Officer or Registrar.

All e-mails are automatically scanned for viruses.
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Field Descriptions

Application Maintenance
VRB Registration No. The VRB Registration Number supplied by DVA

Applicant

Surname

Given name

Title

Is the applicant the veteran
DVA client ID

DVA file No.

Address

THIS PART IS STILL UNDER DEVELOPMENT.
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Letters

THIS PART IS STILL UNDER DEVELOPMENT.
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SAM REPORTS - selection options

Applications

(1) Application Notes
[VRB number]
() Notes to print
(a) User entered Notes
(b) System entered Notes
(c) System & User entered Notes

(ii) Sort by
(a) User entered Notes
(b) System entered Notes
(c) System & User entered Notes

(2) Applications By Stage

[State]

[On & before (date)]

(i) Stage
(a) Pre-Contact — S137
(b) Pre-Contact — S148
(c) Await S148 Reply
(d) S152 Action
(e) Party Not Ready

(i) Sort by
(a) VRB Registration No
(b) Applicant

(3) Applications Finalised
[State]
[Enter Finalised Date Range: From - To]

Sort by
(a) VRB Registration No
(b) Applicant
(c) Finalised Date
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Applications continued .................

(4) Applications For Listing

[State]

Sort by
(@) VRB number
(b) Applicant
(c) Representative
(d) Attendance
(e) List queue date
(F) Priority

(5) Applications For Resubmission
[State]
[Enter Resubmission Date Range: From - To]

Sort by
(a) VRB Registration No
(b) Applicant
(c) Representative
(d) Resubmission Date
(e) Stage
(f) Resubmission User

(6) Applications Outstanding
[State]
Sort by
(a) VRB Registration No
(b) Applicant
(c) Lodgement Date
(d) Stage

(7) Applications More than 2yrs Old
(i) All Applications
Sort by
(a) VRB number
(b) Applicant
(c) Lodgement date
(d) Representative/
(e) Organisation
(F) Stage

(ii) Not Ready for Hearing
Sort by
(@) VRB number
(b) Applicant
(c) Lodgement date
(d) Representative/
(e) Organisation
(F) Stage
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Applications continued.

(7) Applications More than 2yrs Old
(iii) Dismissal Action Under Taken
Sort by

(@) VRB number
(b) Applicant
(c) Lodgement date
(d) Representative/
(e) Organisation
(F) S155aa date
(g) S155AB date

(8) Applications With no stage [State]
Sort by
(a) VRB number
(b) Applicant

(9) Applications By Postcode

[State]

[Postcodes - From — To]

[Representative]

[Applications Finalised][Enter Date Finalised range— From-To]

Sort by

(a) VRB number
(b) Applicant
(c) Lodgement date
(d) Representative/
(e) Organisation
(F) Postcode
(9) Stage

(10) Applications Check Validity [State]
Sort by
(@) VRB number
(b) Applicant
(c) Decision

(11) Applications Administrative Action
[State]
[On or Before (date)]
Sort by

(@) VRB number
(b) Applicant
(c) Representative/
(d) Organisation
(e) Administrative Action Type
(f) Date Action Commenced
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Applications continued .................

(12) Applications S31 Action
[State]
[On or Before (date)]
Sort by

(a) VRB number
(b) Applicant
(c) Representative/
(d) Organisation
(e) Date Action Commenced

(13) Applications Published (Adjourned — NOT finalised)
[State]
[On or Before (date)]
Sort by

(a) VRB number
(b) Applicant
(c) Representative/
(d) Organisation
(e) Date Action Commenced

(14) Applications Party Not Ready with Adjourned S151
[State]
[Postcodes - From — To]
[Representative]
Sort by
(a) VRB number
(b) Applicant
(c) Lodgement date
(d) Representative/
(e) Organisation
(F) Published S151 Date

(15) Applications Within 3 Months of Potential Dismissal Action

[State]

[Postcodes - From — To]

[Representative]

Sort by

(@) VRB number
(b) Applicant
(c) Lodgement date
(d) Representative/
(e) Organisation
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Applications continued .................

(16) Applications Outstanding with No Representative
[State]
Sort by
(@) VRB number
(b) Applicant
(c) Lodgement date
(d) Stage

(17) Applications Incomplete Address or Title
[State]

(18) Check Applicant Is Veteran
[State]

(19) Compare Applicant and Veteran Name
[State]

Decisions

(1) Decisions outstanding
[State]
[On & Before: Date]

Hearings
(1) Checklist Possible Conflict Members
[State]
Sort by

(a) VRB Registration No
(b) Applicant

(2) Record of Proceedings
[State]
[Enter Hearing Date Range: From — To]
[Panel Number]

(3) Listing Schedule
[State]
[Enter Hearing Date Range: From — To]
[Panel Number]

(4) Reception Schedule
[State]
[Enter Hearing Date Range: From — To]
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Hearings Continued ......................

(5) Schedule of Cases To Be Heard
[State]
[Enter Hearing Date Range: From — To]

(6) V9 Card Not Received
[State]
[Enter Hearing Date Range: From — To]
Sort by
(a) VRB Registration No
(b) Applicant
(c) Representative
(d) Hearing Date

Itinerary
(1) Member Allocation
[Member]
[Itinerary Reference]
[Itinerary: From — To]
Matters

(1) Matters by Application]
(i) All Applications
[Matter]
Sort by
(a) Matter
(b) Registry

(i) Current Applications
[Matter]
Sort by
(a) Matter
(b) Registry

(iii) Finalised Applications
[Matter]
Sort by
(a) Finalised Date
(b) Matter
(c) Registry
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Representative
(1) Representative — All Applications [State]

(i) All Applications
[Representative/Organisation]
Sort by
(a) VRB Registration No
(b) Applicant
(c) Representative

(i) Current Applications
[Representative/Organisation]
Sort by
(a) VRB Registration No
(b) Applicant
(c) Representative

(iii) Finalised Applications
[Enter Finalised Date Range: From — To]
[Representative/Organisation]
Sort by
(a) VRB Registration No
(b) Applicant
(c) Representative

(2) Representative — Party Not Ready
[State]
[Representative/Organisation]
Sort by
(a) VRB Registration No
(b) Applicant
(c) Representative

(3) Representative — Listing Schedule
[State]
[Enter Hearing Date Range: From — To]

(4) List Of Representatives
[Postcodes: From — To]
Representative/Organisation
(a) Select All Reps With No Organisation
(b) Inactive
(c) [Representative]
Sort by
(a) Representative
(b) Organisation
(c) Postcode
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Executive

(1) Disable Registries
[New South Wales]
[Victoria]
[Queensland]
[South Australia]
[Western Australia]
[Tasmania]
[Australian Capital Territory]

Who is on (button)

(2) Statistics
[State]
[Enter Date Range: From — To]

(3) Times Taken
[State]
[Enter Date Range: From — To]

(4) Age & Classification
[State]
[Representative/Organisation]
[Select all Reps with no Organisation]

(5) D&R Times Taken For Application

[State]
[Enter Hearing Date Range: From — To]
Sort by

(a) Author

(b) Second Member

(c) Third Member

(d) Hearing Date

(6) Applications Finalised with Both ASS and ENT Issues
[Enter Finalised Date Range: From — To]

(7) Number f Entitlement and Assessment Issues
[Finalised Applications?]
[Enter Finalised Date Range: From — To]

(8) No Applications Attached
Type of Report
(@) Applicant
(b) Veteran
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Executive Continued ............

(9) Author Times Taken
[State]
[Enter Hearing Date Range: From — To]
[Member]
Sort by
(a) Hearing Date
(b) Times Taken

(10) 2"* Member Times Taken
[State]
[Enter Hearing Date Range: From — To]
[Member]
Sort by
(a) Hearing Date
(b) Times Taken

(11) 3" Member Times Taken
[State]
[Enter Hearing Date Range: From — To]
[Member]
Sort by
(a) Hearing Date
(b) Times Taken
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