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EXPLANATION OF MATERIAL TRANSMITTED:

This material is issued as procedural guidance to update,
revise and replace Procedure Manual Chapter 1-0300, Case
Creation. This version incorporates changes that have
arisen since the last publication of Chapter 1-0300, to
include:

] Describes the role of the Resource Center (RC),
Central Mail Room (CMR), district office, and Final
Adjudication Branch (FAB) in the process of creating an
Energy Employees Occupational Illness Compensation Program
Act (EEOICPA) case file electronically in the OWCP Imaging
System (OIS) and Energy Compensation System (ECS).

. Discusses use of the Energy Document Portal (EDP),
which allows the Division of Energy Employees Occupational
Illness Compensation (DEEOIC), claimants, their attorneys,
Authorized Representative, family members, etc. to upload
claim documentation directly into OIS.

. Provides instructions for deciding whether a new claim
is considered filed under Part B and/or Part E of the
EEOICPA.

. Includes updated sample of an Acknowledgement Letter
as Exhibit 1.
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1. Purpose and Scope. This chapter describes the role of the
Resource Center (RC), Central Mail Room (CMR), district office,
and Final Adjudication Branch (FAB) in the case creation
process. In addition, the chapter covers the process of !
creating an Energy Employees Occupational Illness Compengation
Program Act (EEQICPA) case file electronically in the OWCP
Imaging System (OIS) and Energy Compensation System (ECS).)\The
chapter contains instructions for deciding whether & new claim
is considered filed under Part B and/or Part E ofdthe EEOICPA,
Finally, the chapter provides guidance regarding the proper
handling of additional claims received duringeldaim adjudication
and the handling of withdrawn claims.

2. New Cases. A new case usually consdstsief a Claim for
Benefits, Form EE-1 or EE-2, with the accompanyingd{Form EE-3,
Employment History for a Claim Undexgdthe EEOICPA. A new case 1is
created based on a signed written commundcatiom from the
claimant; a claimant’s authorizedirepresentative (AR), or a
person acting on behalf of the/felaimant (e4g., a relative or
guardian). Any one of the followin@g documents is considered a
request for benefits:

a. Form EE-1, Employee®s Claim for Benefits;
b. Form EE-24 Survivor’s Claim for Benefits; or
c. Any letter or document containing “words of claim”

under thel EEOTICPA. “WOrds of claim” means that the
individ@ial has eommtinicated in writing his or her intent to
seek Henefits under the EEOICPA.

3. Recedpt of a New Claim. Designated staff at the Division of
Energy EmployeeshOccupational Illness Compensation (DEEQOIC)
district office or RC take new claim documentation, including
the postmarked enveloped used to mail a claim form, and affix an
inked date.sStamp on all documents. The date stamp is to identify
thegfeceiving office location and received date. Once date
stamped, CMR contract staff then make an electronic image of the
documents and upload them into the Energy Document Portal (EDP),
whi€h goes directly into the Case Create Queue in OIS. The CMR
then send a notification to the Centralized Case Create (CCC)
office of their action. The EDP also allows claimants, their
attorneys, Authorized Representative, family members, etc. to
upload claim documentation into OIS.

EEQOICPA Tr. No. 15-01
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Case create clerks at the CCC are responsible for checking the
Case Create Queue daily to identify new incoming claims. The CCC
records the relevant demographic data relating to the claim into
ECS, such as personal, medical, employment and other component
data. Upon completion, a copy of the claim form is uploadéd into
OIS, which automatically generates a unique ECS Case
Identification Number (Case ID number).

a. Terminal Claims. 1In instances where a dlaim form is
received by the DEEOIC office or a RC from, oxrhon behalif
of, a terminal claimant, the claim form andpall“supperting
documentation is date-stamped, scanned,/ converted tO® a PDF
attachment and immediately sent via e€mail to ZzOWCP-
DEEOIC-Centralized Case Create Group.

The subject line for any e-maildconcefniinga terminal claim
should include “Terminal Case Creaté” foldowed by the name
of the office sending the em@il, the claimant’s last name
(or case number in case of an existing case). For example,
a subject line would read: Terminal Case Create DEN Smith;
or Terminal Case Create, JAC 50100000.

To comply with program procedure, district office staff
prioritizes any claim with“a Fferminal status. Should a
District Direcfor or “FAB Manager determine that even a
short delay in proeessing the forms would adversely affect
the claimant,, they are to contact the 0IS Coordinator or
ClevelandgPistrict Digkector by telephone.

(1) If a terminal claim is received in the RC, the RC
upkoads all claim documentation to the EDP.

(2) The District Director or designee reviews the
documentation to determine whether the medical records
negessitate the claim be expedited. If the claim is to
b€ expedited, the district office follows the
procedure described above. If the claim documentation
does not support a designation of terminal status, the
district office forwards the claim documents to the
CMR for processing.

b. Occupational History Development. For Part E
causation claims, RC staff completes an Occupational
History Questionnaire (OHQ) by interviewing claimants about

EEOICPA Tr. No. 15-01
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their knowledge of employee exposure to toxic substances.

The RC staff completes the OHQ interview either in-person
or telephonically within 14 days of assignment or recedpt
of claim. TIf the OHQ interview cannot be completed aithin
14 days, the RC staff may request an extension with the
jurisdictional district office. Once the OHQ interview is
complete, the RC staff scans and uploads the completed GHQ
interview to the case file, via the Energy Ddcumend Portal
along with the approved DEEOIC checklist. While, ghe RC ds
generally the recipient of new incoming cdmaims,
occasionally the district office will zeceive mnew clalm
documentation. In these situations, €he district office
receiving the new claim coordinateséwithythe appropriate RC
to have it conduct an OHQ.

4. Assignment of Claims to a Distrigt Officeq The assignment
of a claim to a particular distri€typoffice ogecurs based on the
state where the employee’s mosf recent location of covered
employment occurred, as listed|on Form EE-3. Each district
office is responsible for claims originating from a state for
which it has jurisdictiond@l responsibdlity. Information
regarding district offi€e junlisdictional boundaries is located
on the DEEOIC main webpage.<4 Tf the claimant does not submit a
Form EE-3 with his glaim, “€he CCC uses the claimant’s state of
residence to makegda disgricthoffice assignment. Each district
office is to prowide the CCC with an up to date case create
digit assignmeat 1ist so that upon creation, the CCC directs the
claim to app¥opriate CE.{When CE digit assignments change, the
District Ddrectoxr or a‘designee is to email the updated 1list to
zzOWCP-DEEOIC-Centralized Case Create Group.

5. Creating Cases in Energy Compensation System (ECS). The
CCCYenters into ECS information reported by the claimant from
the ineoming/c¢laim form, such as personal, medical, employment
and any othér relevant claim data. Important demographic
infofmation from the claim form necessary to create a claim
include the employee/survivor name, Social Security Number,
mailing address, phone number, date of birth, sex etc. The CCC
also enters information concerning the nature of the claim to
include the medical conditions claimed as work-related, the
employment history for the employee, and responses to the
receipt of other award or other legal information. Once this
information is entered and saved, ECS assigns a unique Case ID#
for the entire case file.

EEOICPA Tr. No. 15-01
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In addition, each person who has filed a claim within a case is
assigned a unique claimant identification number. TIf the CCC is
processing a claim based on the submission of correspondence
that contains words of claim, he or she is to enter as much
information as possible to permit ECS to assign a Case and
Claimant ID#. At a minimum, ECS requires the entry of fiame and
mailing address of the claimant (in the case of a surgivom) it
is necessary to name the employee) to permit the crgation ofha
case. Once the CCC creates a claim under this cirfcumstance, ‘the
matter is referred to the assigned CE to notify thejpcdaimang, of
the need to complete an EE-1 or 2 to allow forgedaim
adjudication. A claimant signature is not n€cessapy om@ny form
or letter with words of claim for case cre@tion to ‘Occur;
however, for claim adjudication a signed§EE=1,or EEs2 is
required. Without a properly completed form, “the £laim is
administratively closed.

For a systematic guide to ECS casencreate prgcedures, refer to
the Claim Form Entry and Initidl Review (Red Pane Review)
instructions located in the ECS Precedures folder available to
district office staff on the, shared drive.

a. Handling Altef#native Filings. A non-covered spouse oOr
child of a deceased DOE“contractor employee or RECA
Section 5 uranium worker may submit a written request for
an informalgdevaluationyof whether the employee contracted
a covered 9llness as a ‘result of employment at a covered
facilitye. As 1o recemmended or final decisions are issued
in these Instanees| an EE-2 is not required. Accordingly,
altefnative filimg requests are entered into ECS as “Words
of Claim? under the form EE-2. The alternative filing
request will be processed in ECS as a survivor claim
according to instructions provided in Chapter 2-1200.13.

6. Claims Examiner Review. Once a new claim is received from
the CCC,pbut prior to initial development and adjudication, the
assdigned CE reviews the claim forms, any employment and/or
medical evidence, the claimed employment and occupational
histoxy development conducted by the RC and ECS to ensure ECS
confains accurate information. If the claim requires additional
follow up action by the RC, the CE may assign additional tasks
to the RC as necessary.
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a. Missing Information. If a claim form or document with
“words of claim” is missing vital information (e.g., a
diagnosed condition, employment information), the assigned
CE requests the omitted information and/or the appropnidte
claim form from the claimant, or the designated Authorized
Representative.

b. Acknowledgement Letter. Upon receipt of adnew claim,
the district office is responsible for sending thefclaimant
a letter acknowledging the receipt of a new claim and
providing the claimant with a case ID number, and,contact
information should the claimant have questions) regarding
his/her claim. A sample acknowledgmen® ,letter is provided
as Exhibit 1.

c. Corrective Action. Should ghe CEf(identify data entry
error(s) in ECS based on the information supplied on the
claim forms, he or she is teolcemplete an ECS Change Form
(Exhibit 2) and forwards it to the appropriate staff person
for corrective action. Howeve#, in)\limited circumstances,
the CE can make the changes to ECS (date of birth, date of
death, gender, relatdonship twpey phone numbers, Power of
Attorney and Authotized /Representative).

7. Creating a Cladm Under,Part B vs. Part E, or Both.
Identifying when & claim is“to be adjudicated under Part B, Part
E, or both, it isfixst necessary to identify the claimed
conditions. Comditions cowered under Part B include chronic
beryllium disease, (CBD) 4 beryllium sensitivity, chronic
silicosis @nd radiogenic cancers. Claims for any other illness
not covered under Part B are created and adjudicated solely
under Part E, “which covers any illness found related to
occupationaly toxic substance exposure.

a. Consideration of Employment. In addition to
considéring the claimed medical condition{(s), claimed
employment is also considered. Part B of the EEOICPA covers
employees of the Department of Energy (DOE), its
¢ontractors and subcontractor, and eligible survivors. Part
E offers benefits to DOE contractors, subcontractors and
their eligible survivors.

For claims filed at the RC, the RC verifies employment
through the Oak Ridge Institute for Science and Education
(ORISE) and/or clarifies the nature of claimed employment.

EEOICPA Tr. No. 15-01
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Example 1: If a claim identifies employment as a
federal employee at a DOE facility and a Part B
medical condition, the claim is adjudicated under Part
B only, because a DOE federal employee is not a
covered DOE contractor employee, as required under
Part E.

Example 2: If a claim identifies employment at an
Atomic Weapons Employer (AWE) or a berydlium &endor
and a Part B/E medical condition, the claimdis
adjudicated under Part B only, becausepworking at an
AWE or beryllium vendor is not covered employment
under Part E. (The exception to €his is if it is
indicated that the employee wobked at an AWE or
beryllium vendor that was deSignated as & DOE facility
for remediation.)

Example 3: If only PagflB medicalgdeconditions are
checked on the claim/form (e.g. CBD, beryllium
sensitivity, chronicisildfeesis, or radiogenic cancer)
and DOE contractox,employment is claimed, the claim
will be adjudicé@ted undeg _boéth Part B and Part E.

Example 4: _ Some AWE “andrberyllium vendor facilities
are desigrated as DOE facilities during periods of
remediagion. 4If the claimant from Example 1 instead
claims“employment with an AWE or beryllium vendor
during a“periodof remediation or identifies the AWE
orfberyllium véndor as a DOE facility on Form EE-3,
the claim isWto be adjudicated under both Part B and
Pant 4. 1In such a case, additional development to
establish covered Part E employment would be required.

Example 5: To establish covered employment under Part
E, /the employee must have been a DOE contractor
employee. If the claimant from Example 1 claims only
employment as a DOE federal employee, the claim is
adjudicated under only Part B.

Example 6: If a non-Part B medical condition (e.g.,
asbestosis) and DOE contractor employment are claimed,
the claim is treated as a Part E claim only.

EEOICPA Tr. No. 15-01
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Example 7: If the claimant claims diabetes (a non-
Part B medical condition) and employment with an AWE
or beryllium vendor during a period in which
remediation did not occur, or does not identify the
AWE or beryllium vendor as a DOE facility on thé& Form
EE-3, the claim is adjudicated under only Part B, as
the employee must be a DOE contractor employee To, be
covered under Part E.

Example 8: If an employee claims prostate cancergand
DOE contractor employment, the claimgis, adjudicated
under both Parts B and E. If the_Same employeé claims
both prostate cancer and asbesto§is, the prostate
cancer is treated as a Part B _and Part E condition,
while asbestosis is adjudicated under, Part E only.

Example 9: If a claimant identifiesgchronic silicosis
on the Form EE-2, the elaim is,evaluated under both
Parts B and E only when the claiméd employment was in
underground tunnels in Nevada),or Amchitka

Island, Alaska. _If the claimant employment is outside
of these facilifies,) thegcldim is adjudicated under
only Part E.

Example 105 All new Radiation Exposure Compensation
Act (RECA) 5 elaims, are to be adjudicated under both
Part BY“and Part E.

8. New Cladms 1n EXistdng Cases. In situations where there is
an existing case/record, i1f a district office or RC receives a
new claim for, an additional medical condition, or new survivor,
the new claim form is date-stamped and forwarded to the CMR for
processing,nas Qutlined in Item 3 above.

a. Case Assignments. New claims in existing cases are
assigneéd to the appropriate district office and CE, as
outlined above in Item 4. However, if the case is found to
be currently outside of the jurisdictional office (i.e. at
FAB or National Office), the new claim will be assigned to
the district office CE assigned to the case.

b. Medical Evidence Only. If the claimant submits
medical evidence for an unclaimed condition (i.e., medical
evidence indicating the presence of an illness which

EEQOICPA Tr. No. 15-01
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identified as being potentially work-related) without a
claim form, or document with “words of claim” for a covered
condition, the CE contacts the claimant to request the
appropriate claim form. He or she can also forward the
evidence to a RC for assistance in initiating a new £laim.

c. Survivorship Evidence Only. If a new survdwvor
submits survivorship evidence (e.g., birth cexgificate,
marriage certificate, school records) withouf a cldim form,
the district office or RC contacts the claimant £o request
he or she complete Form EE-2.

d. Wage-Loss and Impairment Claims.€ \In case$s)in which a
claimant submits Form EE-10, Claim _£or Additional Wage-Loss
and/or Impairment under the EEOICPA, the CMR does not
submit the form into the Case Cfeate Queue. Any EE-10
received in the CMR i1s scanned ashrégulargmail and appears
in the assigned CE’s “Unrevi@wed Assigned” document queue,
at which time the CE is responsible “fo¥ reviewing the claim
form, entering the appropriate infoermation into ECS and
completing appropriategdevelopment actions. This data entry
process also appliesdwhen a cdaimant submits “words of
claim” in lieu of #orm EE-10 to requesting wage-loss and/or
impairment benefitsy

9. Withdrawal off a Claim. “»A claimant is able to withdraw his
or her claim for“benefits for any claimed condition(s), or wage-
loss or impairment, ¥prior 4£0 the issuance of a Final Decision
for the requésted\benefi€t(s). All requests to withdraw a claim
for benefi€fs must be in writing, signed by either the claimant
or his ox hep, atithorized representative, and specific in
referenceyto what Part or Parts under the EEOICPA the claim is
to be withdrawn.

EEOICPA Tr. No. 15-01
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LETTER OF ACKNOWLEDGEMENT

Date Case ID Number:  Case ID number
Employee: Employee Name
Claimant: ClaimantName

Name

Address

City, State ZIP
Dear Mr./Ms. Claimant:

We have received your claim under the Energy Employees Oceupational lliness
Compensation Program Act (EEOICPA). We haveg entered'your ¢laim into our system
and assigned it the above Case ID number. You sheouldrefer 1o this number when
calling our office and write it on the top rightscorneraf.any cormrespondence you submit
in support of your claim.

Your claim has been assigned to a Claims Examiner for review. [f additional information
is required, the Claims Examiner will request it through a separate correspondence.
During the adjudication of your€laim you may be assigned a new Claims Examiner due
to unforeseen circumstances. Inthesé instdnees, the new Claims Examiner will review
your file and handle your claim expeditiously so as to not cause delays.

All written correspondénce should be submitted to our Cenfral Mail Room at the
address listed above, or forfast and'secure internet service, you may electronically file
documents throwgh our Energy Document Portal (EDP). The EDP allows you to submit
documents directly to/your case and will decrease mailing delays. To access EDP go to
https://eclaimant.del-esa.gov. You will need the following information to use EDP:

e Case IDnumber as indicated above;
o\ Energy Employee's last name; and
e Last 4 digits of the Energy Employee's Social Security Number.

Whensubmitting information to our office, do not send original documents such as
cértified copies of birth certificates, death certificates, marriage certificates, or any other
official decument with a raised seal. Please only send copies as the originals will NOT be
returned to you.

If you have a disability (a substantially limiting physical or mental impairment), please contact our office for
information about the kinds of help available, such as communication assistance (alternate formats or sign
language interpretation), accommodations and modifications.

EEOICPA Tr. No. 15-01 Exhibit 1
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In addition, the Division of Energy Employees Occupational liness Compensation has
an online web-based Claimant Status Page that makes information available online to
claimants. To access this site, go to:
http://www.dol.gov/owcp/energy/regs/compliance/Claimant status.htm

You will need the following information to log into the Claimant Status Page:

¢ Your unique Claimant ID number: Eight digit claimant IDdumber
o Last 4 digits of Employee Name's SSN
e Your date of birth

Our Customer Service Representatives are available to answer manyof yowr questions
regarding the processing of your claim. You may also obfain information through your
local resource center or by visiting our website at:
http://www.dol.gov/esa/regs/compliance/owcp/egoicp/maimbtm

Sincerely,

Name

EEOICPA Tr. No. 15-01 Exhibit 1
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ECS CHANGE FORM
File Number and
Reason for Change Claimant/Payee Code:
[T] | ECS Correction
[ ] | Updated Change

Employee Name |

Type of Change (check all that apply)

Change the following Route to Location
L] | Name PCA
] | Address PCA
[J | New EE2 not in ECMS Case Create
[J | EM/CLMT Social Security Number Chief of Operations
[] | Delete Case/Claim (Duplicate) Chief of Operations
[[] | other (specify) Telephone number
Document(s) Used for Change
L] | EE1
[ |EE2
(] | EE3
[[] | Claimant’'s Written/Signed Request
(] | Other (specify)
L]

Change Needed (only complete applicable fields)

Name & Payee Type Code
(EM, WI, C1, etcd)

Address:
EM/CLMT Sacial Security
Number
Other:
9 . . LocC
Sighatures Print Name Signature Date Code
14 Completed By
2.“Approved By
(Sr.CE/Manager Only)
3. ECS Changed By
4. Verified By
EEOICPA Tr. No. 15-01 Exhibit 2
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