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DIRECTIVES MANAGEMENT PROCEDURES

1. REASON FOR ISSUE: This handbook establishes new Department of Veterans Affairs (VA)
directives management procedures which implement the policies contained in VA Directive 6330,
Directives Management.

2. SUMMARY  OF CONTENTS/MAJOR CHANGfES

a. This handbook introduces new procedures on the preparation, approval, numbering, and publishing
of directives, handbooks, and notices which together comprise the VA Directives Management System
(DIMS).

b. It identifies responsibilities for the Department’s IDirectives Management Officer (DMO) as well as
the responsibilities of DMOs  and/or Publications Control Officers (PCO) in the administrations, offices of
the Assistant Secretaries, and other key offices.

c. It establishes the requirement for reviewing and updating directives and handbooks every 3 years.

d. It contains sample formats for VA transmittal sheets, directives, handbooks, notices, and the DMS
Functional Number System.

3. RESPONSIBLE OFFICE: The IRM Policy and Standards Service (721), Office of the Deputy
Assistant Secretary for Information Resources Management.

4. RELATED DIRECTIVE: VA Directive 6330, Directives Management

5. RESCISSION: Partial rescissions of 01-1, Part I, Chapter 28, dated April 1981; and MP-1, Part II,
Chapter 14, dated May 1, 1981 (except for paragraph 7, “Required Publication of VA Regulatory  or
Nonregulatory Administrative Issuances In The Federal Register,” and the three appendices).
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DIRECTIVES MANAGEMENT PROCEDURES

1. PURPOSE

a. This handbook contains mandatory Department of Veterans Affairs (VA) procedures for:

(1) Preparing, approving, numbering, and publishing VA DMS documents as well as providing style,
usage, and format standards. DMS documents include VA directives, handbooks and notices, and

(2) Identifying the responsibilities of the Department Directives Management Officer @MO) as well
as responsibilities for DMOs  and/or Publications Control Officers (PCO)  for the administrations, offices
of the Assistant Secretaries, and other key offices,

b. This handbook also:

(1) Contains the DMS Functional Number System;

(2) Contains the comment, concurrence, and approval process; and

(3) Establishes the requirement for reviewing and trpdating directives and handbooks every 3 years.

c. While each administration, office of Assistant Secretary, and other key office will have the
opportunity to adapt the Departmentwide formats and structures to their directives management
programs, we strongly recommend that they adopt the formats and structures found in this directive and
handbook as their own.

2. RESPONSIBILITIES OF DIRECTIVES MANAGEMENT OFFICERS AND/OR
PUBLICATIONS CONTROL OFFICERS

a. The Deputy Assistant Secretary for Information Resources Management DAS/IRM) will designate
a Department DMO  who will:

(1) Provide advice and assistance, and recommend to the DAS/IRM policies, procedures, and other
requirements governing the DMS and its operation.

(2) Develop and promote state-of-the-art automation systems (e.g., electronic publishing, compact
disk/read only memory, imaging, on-line systems) to prepare, coordinate, access, and disseminate DMS
documents and other publications.

(3) Monitor the progress of DMS documents through the comment, concurrence, and approval
process and provide recommendations to the DAS/IRM regarding the certification of DMlS  documents.

(4) Develop and manage a DMS functional number system for Departmentwide DMS documents and
provide advice and assistance, when requested, to DMOs  and/or PCOs  for each administration, office of
Assistant Secretary, and other key office on developing a functional number system that is compatible
with the Department’s system.
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(2) Obtain the signature of the approving official on both the DMS document and VA Form 4265,
Concurrence and Summary Sheet, for Departmentwide directives only.

(3) Ensure that the review and concurrence package contains all supporting documentation, that the
DMS document is editorially and grammatically correct,  and that the package is forwarded to the
DAS/lRM  for review and certification.

(4) After certification by the DAS/IRM, prepare the necessary forms and other documents required to
publish and distribute the DMS document and forward the document to the Publications Service (036).

(5) Ensure that the package contains all the material necessary for historical reference and forward it
to the Department Records Officer. (See par. 7a.)

3. THE DMS

a. Only three types of documents are used in VA to disseminate mandatory policies, procedures and
other requirements. They are:

(1) Directives. These documents prescribe mandatory Departmentwide policies. They may be
permanent or temporary. If the policies are temporary, e.g., for one-time reports or data collections, an
expiration or rescission date will be specified. Text of directives should be limited to emphasize their use
as media to convey policy only. However, if it makes sense from the users’ perspective, short procedures
may be included as an appendix to the directive.

(2) Handbooks. These documents prescribe mandatory Departmentwide procedures or operational
requirements implementing policies contained in directives.  Like directives they may be permanent or
temporary. They may be of any length and will be structured to meet requirements. This term will not be
used for any other publication.

(3) Notices. These documents announce or provide important information involving, or of interest
to, more than one administration, office of Assistant Secretary, or other key office, and to make official
announcements. Examples include special events, appointments of senior management personnel, and
major organizational changes. A notice will carry a rescission date of no more than 6 months.

b. Temporary Directives and Handbooks. In some cases the policies in directives or procedures in
handbooks are of limited duration and can be rescinded after a period of time. These are designated as
temporary and a rescission date will be included in the transmittal sheet to the directive or handbook.
The rescission date will be the first workday of a new quarter. This date will appear in the last paragraph
of the transmittal sheet. Once a rescission date is reached, the directive or handbook is considered
obsolete and will not be referenced. Rescission dates will only be extended once by issuing a change to
the directive or handbook.

c. Changes/Amendments to Directives and Handbooks.

(1) Routine Changes. Changes, deletions, or additions to directives or handbooks are made by
publishing new or revised pages. When a change is published, each page that includes new or changed
information is identified with current date of issue and the change number. See Appendix B for guidance
on indicating a change as part of the functional number. After 25 percent of the pages are changed, the
directive or handbook will be revised and reissued, in its entirety, at the end of the document’s 3-year
certification/recertification period (see par. 8a.).
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(1) Words. Use short words and active verbs. Avoid unnecessary words and colloquial phrases.

(a) Acronyms. Spell out acronyms the first time they appear in the text, followed by the acronym in
parenthesis; use the acronym thereafter. Example: The Directives Management Officer (DMO) will
review directives, handbooks, and notices for style, format, and grammar.

(b) Forms. Give the form number followed by the form title the first time it appears in the text; use
the form number thereafter. Example: VA Form 4659, Recognition of High Level Performance.

(2) Sentences

(a) Avoid writing unnecessarily long sentences; try to achieve variety in sentence structure to develop
reader interest.

(b) Look for opportunities to tie thoughts together with participles, gerunds, infinitives, and relative
pronouns rather than always using “and,” “but,” “therefore,” and “however.” For example: The Office of
Construction Management may exempt the historical preservation review from the 15 workday time
frame, +tewe~~,  keeping the ACMD for Resource Management informed of the status.

(c) Limit qualifying statements. For example, say “The report is lengthy” instead of “The report is
rather lengthy.”

(d) List conditions, steps, and exceptions separately.

(3) Paragraphs

(a) Use short paragraphs and headings that reflect paragraph contents. State the main point in the
first sentence and develop the paragraph from that principal idea.

(b) State the rule, then the exception.

(c) Use cross references carefully and sparingly.

b. Words and Statement Denoting Gender. Avoid words and statements denoting gender that may
appear to preclude benefits or services for particular groups of veterans, dependents, or beneficiaries.
Terms such as “veteran,” or “service member” should be used when both sexes are eligible for the benefits
under discussion.

c. Use of Metric. Metric equivalents will be used in those areas considered appropriate.

d. Method of Presentation. Consider economy and effectiveness when determining format, type,
size, design, use of illustrations, and other aspects of printing or reproduction. When developing or
revising a directive or handbook:

(1) Prepare a draft and obtain guidance from your DMO and/or PCO.

(2) Provide time for proper review, concurrence, approval, and printing.

(3) Write text clearly.

(4) Follow prescribed procedures outlined in this handbook.
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2, A non-proportional spacing font such as Courier will be used; typing pitch may be 10 or 1
electronic publishin g,  the margin width does not have to conform to the standard requirements.
document should not be formatted to look like the finished product.

3 Headers and footers needed for hard copy manuscripts will not be included in the electron:
of the document.

2. For
The

ic copy

(4) Forms and Illustrations. Tables, graphs, charts, “completed” forms, and other illustrations are
used to convey “how to prepare” instructions, supplement or explain text, or reduce the need for text.
These items must appear as separate pages. They may iappear  at the end of the directive or handbook, or
they may be inserted within the document. They will appear as separate pages, not in the middle of text.
Any forms included in a document should be clear, camera-ready documents and may be submitted as
blank forms if they are authorized for local reproduction. Forms not authorized for local reproduction
must be filled in and the notation “SAMPLE” prominently displayed.

(5) Transmittal Sheet Pagination. The fist page of a transmittal sheet has no number since the
format indicates it is the fist page. The second page is ialways  a left-hand page, and is numbered “2.”
Numbers on following pages are odd page numbers on the right side and even page numbers on the left
side. If the document is a handbook that is subdivided into sections, parts, or chapters, pages are
numbered consecutively within each section, part, or chapter.

(6) Numbering (Folioing) Manuscript Pages for Publication Purposes. Manuscripts or hard copy
of DMS issues provided to Publications Service (036) will be submitted with each page numbered
(folioed) in consecutive  order. The number is written at the lower right corner of each page beginning
with the first page of the manuscript (including transmittal sheet), usmg a non-photo blue pencil. The
folio number is circled to avoid confusion with the publication page number. If it is necessary to add a
page to a document that has already been folioed,  a suffix may be used provided it is noted at the bottom
of the preceding page (e.g., “page 24a follows”). Short manuscripts should be renumbered.

(7) Corrections for Camera-Ready Copy. Minor manuscript corrections may be made with white
correction tape or white “sticky-back” paper. Make no erasures since they will reproduce on the printed
copy. Use of white liquid correction fluid is discouraged because it may permit  covered words to show
through during the printing process.

b. Format Requirements

(1) General

(a) Margins for documents must be l/2”  on the top and bottom and 3/4”  on each side with l/2”
margin between columns of text, if double columns are used. (This does not apply to electronic copy.)

(b) Text is normally single-spaced with the publication identifying number and issue date at the top of
each page.

(c) Page numbers are typed at the bottom of the page with odd numbers on the right and even
numbers on the left.

(d) The identifying publication number and the page number are always on the same side of the sheet,
in accordance with paragraphs 5a(5)  and (6).

(e) When using an appendix, the page number would be A-l, A-2, etc. For documents to be
electronically accessed or distributed, page numbers are not required.
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(f) When typing layout sheets are used, typing starts one line below the top blue border. All text,
including headers and footers, must remain within the blue border lines.

(2) Paragraph formatting and numbering

(a) Bold-print numbers and titles are used for all paragraphs. Bold print titles only are used for
subparagraph headings. Titles of major paragraphs will be in upper case; titles of subparagraphs will be in
upper and lower case. Titles are also used for parts, chapters, and sections.

(b) Main paragraphs begin flush with the left margin. Subparagraphs are indented three spaces.
Carryover lines are flush with the left margin. Right margins are not justified. A single line (widow line)
of paragraph is not acceptable at either the ending or beginning of a page. At least two lines of the
paragraph must be at the bottom or the top of the page. If a paragraph is three lines or less, it must be
placed on the same page.

(c) The numbering system for paragraphs is:

1.

a .

(1)

(a>

a-.

(d) Subparagraphs are used when they add meaning or make a document easier to use. If a title is
used for one subparagraph, all others of the same “rank” should be given titles. Subdivide text only if
two or more subdivisions will result. For example, there must be a subparagraph “b” or “(2)” if there is a
subparagraph “a” or “(l).”

(3) Top of Page Identifying Data. Data at the top of a page include the prefixes “VA,” “VHA,”
“VBA,”  “NCS,”  or “VACO”;  the document type (directive, handbook or notice); the appropriate
functional number for directives and handbooks or the calendar year and sequential number for notices;
and the approval date.

(4j  Structure of Directives and Handbooks. Directives and handbooks are composed of three
parts; a transmittal sheet, the body of the document, and appendices.

(a) Transmittal Sheet. Each directive or handbook will be accompanied by a transmittal sheet.

1. The body of the transmittal sheet will be as follows:

a.  Reason for Issue

h. Summary of Contents/Major Changes

1 2
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distribution. They will ensure that each directive, handbook, or notice is complete. accurate, and
appropriate for the medium, format, and organization. Originators will consult and work closely with
their office’s DMO(s)and/or PCO(s)  to ensure that formats, style, and concurrence and approval
authorities conform to the procedures and requirements established in this handbook, VA Directive 6330,
and MP-1, Pt. I, Ch. 1.

(2) VA Form 4265, Concurrence and Summary Sheet, will be used to circulate directives, handbooks,
or notices for review, comment, and/or concurrence. Instructions for completing this form are contained
in VA Handbook H-70-1. In accordance with the policies and approval authorities in MP-1, Part I,
Chapter 1,  originators will determine the organizational elements to which the directive, handbook, or
notice will be circulated for review, comment, and concurrence. After comments and concurrences have
been received, VA Form 4265 and the proposed document will be submitted to the appropriate approving
authority for signature in the block titled “ACTION BY THE OFFICE OF THE SECRETARY.”

(3) When officials comment on, concur in, or approve a directive, handbook, or notice, their signature
carries the implied responsibility that the directive, handbook, or notice meets with their approval with
regard to accuracy of statements, authority of sources, consistency of procedures, and clarity of
presentation, and conforms to the policies and directions of the Secretary of Veterans Affairs.

b. Comment and Concurrence Procedures

(1) Review of a proposed VA directive, handbook, or notice will be completed within 30 calendar
days from date of receipt. If comments and/or concurrence/nonconcurrence cannot be completed within
this time period, a written request for extension must be submitted. The request should state briefly why
an extension is necessary and request a specific amount of additional time. This request will be signed by
the senior official who will provide comments, concurrence, or nonconcurrence. Verbal requests for
extensions must be followed by written requests.

(2) If comments or concurrences are not received and no request for an extension is made following a
minimum of two follow-up attempts, the package will be forwarded to the approving official with a
recommendation to approve. A note citing those organizations that have neither provided comments or
requested extensions will accompany the package. The approving official may make further requests to
the reviewing office to respond or, subject to the approval of the Secretary or Deputy Secretary, may
approve and sign the package.

(3) An office that provides comments or does not concur (where concurrence is requested by the
originator) with a proposed document will send a memorandum to the originating office. The senior
official of the office providing the comments or nonconcurrence, or designee, must personally sign the
memorandum. Officials should limit their review to the substantive areas for which they have functional
responsibility. They will not withhold or delay concurrence because of a personal preference for writing
or punctuation style.

(4) Every effort will be made to resolve a nonconcun-ence. If the reasons for the nonconcurrence
cannot be resolved, the package with the nonconcurrence and statement explaining why the package
should be approved will be forwarded to the approving official. The approving official will determine
whether to continue the effort to resolve the differences or forward the package to the Secretary or
Deputy Secretary with a recommendation to approve the directive, handbook, or notice. In cases
involving major policy issues, it may be appropriate to forward the issue to the office of the Deputy
Assistant Secretary for Policy for review and consideration by the VA Policy Board.
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(b) The date of approval/publication; and

(c) A subject matter index.

(3) Reference Collection of Directives, Handbooks, and Notices. Administration heads, Assistant
Secretaries, and other key officials will ensure that a complete set of directives, handbooks, and notices
under their jurisdiction is available and up to date for use either by Department employees or members of
the public. A complete set of Departmentwide directives, handbooks, and notices will be maintained by
the DAS/IRM  in VA Central Office. Field facilities will maintain for public inspection those directives,
handbooks, and notices which are required to be made publicly available by 38 CFR 1.552(a) and the
FOIA, 5 USC 552(a)(2).

c. Public Access. Under 38 CFR 1.552(a), directives, handbooks, and notices will be made available
to the public for inspection and copying in public reading facilities that are required to be maintained in
VA Central Office and field facilities. Access and charges for copying will be in accordance with 38 CFR
1.550 - 1.559, Release of Information from Department of Veterans Affairs Records Other than Claimant
Records.

d. Distribution. Distribution of DMS documents will be accomplished through the use of an
automated distribution system. All VA elements will use the system to maintain initial distribution
quantities needed for their operations. Distribution will be based on a Recurring Publications Code
(RPC) number, which appears on the bottom of the transmittal sheet for each DMS document. (See MP-
I, Pt. II, Ch. 16.)

8. REVIEW PROCEDURES

a. General. VA Directives and handbooks will be reviewed and updated every 3 years to rescind
obsolete material using procedures issued by the DAS/IRM.  Approving officials will establish and
maintain a schedule for review of those directives and handbooks that fall within their program areas.
This review will include recertification by the approving official that the directives and handbooks are still
accurate and up to date. The DAS/IRM  will monitor the review schedules to ensure reviews are being
accomplished in accordance with the schedules. In addition, as part of its effort to monitor the DMS,  the
office of the DAS/IRM will conduct a post audit of VA directives and handbooks published by
administration heads, Assistant Secretaries, and other key officials to ensure they are prepared in the most
efficient and effective manner and conform to DMS policies and procedures.

b. Procedures

(1) Each administration head, Assistant Secretary, and other key official will schedule for review
every 3 years all directives and handbooks under their jurisdiction. The purpose of the review is to
identify material that is obsolete or needs to be updated. A copy of this schedule will be provided to the
DAS/IRM.  The schedule will be placed into a control system for monitoring the status of the review
effort. Within 15 workdays of the date of the scheduled review, the office of the DAS/IRM will be
notified that one of the following actions will occur:

(a) The policies and procedures in the directive and/or handbook are correct and no change is
required;

(b) The directive and/or handbook is to be revised and a projected date provided within the next 6
months; or

(c) The directive and/or handbook is to be rescinded.
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APPENDIX A

SAMPLE FORMAT FOR A NOTICE

Department of Veterans Affairs
Washington, DC 20120

OFIRM Notice 93-1
March 22,1993

ANNOUNCEMENT

1. Michael Clark has been nominated for the position of Assistant Secretary for Finance and Information
Resources Management. Until he has been fully confirmed by the Congress, Mr. Clark’s title will remain
“Acting Assistant Secretary for Finance and Information Resources Management.” Final confirmation of
Mr. Clark as the Assistant Secretary is expected in the very near future.

2. All inquiries concerning Mr. Clark’s confirmation should be addressed to the Deputy to the Assistant
Secretary for Finance and Information Resources Management (004).

3. RESCISSION: This notice is rescinded September 1, 1993; however, the subject appointment will
remain in effect until canceled or superseded.

CERTIFIED BY: BY DIRECTION OF THE SECRETARY
OF VETERANS AFFAIRS:

Ronald J. Whittaker
Deputy Assistant Secretary for
Information Resources Management

Michael Clark
Acting Assistant Secretary for Finance
and Information Resources Management

Distribution: RPC 6001
SS (723)
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VBA wishes to issue multiple records and information management handbooks, the fist handbook in this
series may be numbered VBA Handbook 6300.1/23-  1.

b. The Office of Human Resources and Administration issues a VA directive on employee travel. The
directive is given the number VA Directive 0631. The National Cemetery System (NCS) supplements
this directive with their own handbook. This handbook could be given the same number as the
corresponding directive; that is, NCS Handbook 063 1.

c. The Office of Facilities issues VA Directive 7500 on land acquisition policy. That office is
subsequently reorganized and becomes part of the Veterans Health Administration (VHA). The VA
directive on land acquisition policy would still carry the same number (VA Directive 7500) even though
the originating office is now VHA.

5. Prefixes to the Functional Number.

a. Departmentwide Directives and Handbooks. Numbers for directives and handbooks containing
policies and procedures applicable Departmentwide will be preceded by “VA”.

b. Administrations, Offices of Assistant Secretaries, and Other Key Offices. Numbers for
directives and handbooks containing policies and procedures applicable within VHA, VBA, or NCS will
be preceded  by the office abbreviation: VHA, VBA, and NCS. For example, VHA Directive, VBA
Handbook, NCS Directive. Numbers for directives and handbooks containing policies or procedures for
offices of Assistant Secretaries and other key offices will be preceded by the originator’s office symbol
(not lower than the Assistant Secretary or key office head levels).

Examples:

(1) The Office of Finance and Information Resources Management issues a directive on financial
management policy for Departmentwide implementation. The directive would be “VA Directive 4100,”
NOT “OFIRM Directive 4100.” The cover page would identify the originating office.

(2) VBA issues a directive on loan guaranty policy. That directive would be “VBA Directive 2600.”

(3) The Office of Finance and Information Resources Management wants to issue an internal directive
on policy for routing concurrence correspondence for the signature of the Assistant Secretary for Finance
and Information Resources Management. That directive is internal to OFIRM only; therefore, the
directive would be “OFIRM Directive 6320.”

c. Central OffIce  Only. “VACO”  will be used to identify any directive, handbook, or notice that
applies to ALL organizational elements in Central Office only. For example, a directive that establishes
records and information management policy for Central Office would be “VACO Directive 6300.”

6. Identifying Handbooks. A handbook will carry the same number as the related directive. If more
than one handbook results from a directive, the handbooks will add the numbers “.  1,”  “.2,”  etc., at the
end of the basic number.

Examples:

a. Two separate handbooks are published on forms and reports management.. The basic directive is
VA Directive 6310, Forms and Reports Management. The handbook on forms management would be
numbered VA Handbook 6310.1, Forms Management Procedures. The handbook on reports
management would carry the number VA Handbook 6310.2, Reports Management Procedures.
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b. VBA issues their own handbook on forms management procedures; the handbook would be
designated VBA Handbook 6310.1

7. Identifying Changes to Directives and Handbooks. Changes to a directive or handbook are
identified by adding a slash mark to the original functional number.

Examples:

a. The fist change to the directive VA Directive 002 1, Display of the Flag, is designated VA Directive
0021/l;  change two is VA Directive 0021/2.

b. The first change to VBA Handbook 6310.1, Forms Management Procedures, is designated VBA
Handbook 6310.1/2.

c. The second change to VA Handbook 6330, Directives Management Procedures, is designated VA
Handbook 6330/2.
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0410

0500-0599

0510

0520

0530

0540

0550

0600-0699

Advisory Committees MP-1,  PT I Chapter 12

PRODCCTIVITY  AND MEASUREMENT

Performance Measurements and Standards

VA LManagement  Review and Improvement Program

Management Reporting at Field Stations

VA Manpower Management

Statistical Policy

ADMINISTRATION AND TRAVEL
M A N A G E M E N T

0600 Printing and Reproduction

0610

0620

Distribution and Maintenance of VA Publications

Audiovisuals

0630

0 6 3  1

0631

0 6 5 0

0 6 5  1

0700-0799

Travel Management

Employee Travel Management

Beneficiary Travel Management

Courier Service

Emergency Courier Service MP-1, PT II Chapter 19

INVESTIGATIONS, 1NSPECTIONS AND
SECURITY  I

0700

0710

0800-0999

VA  Investigation Policy

Security

[RESERVED1

MP-1, PT II Chapter 17

MP-1, PT II Chapter 18

MP-1, PT II Chapter 3 1

MP-1, PT I Chapter 14 .

MP- 1, PT II Chapter 32

MP-1, PT II Chapte r  9

MP-1, PT II Chapter 16

MP-1, PT II Chapter 11

MP-1,  PT I Chapter  2

MP-1, PT I Chapter 3 ’

MP-1,  PT I Chapte r  2

MP-1, PT  I Chapte r  5

B - 6
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4 0 0 0 - 4 0 9 9

4 0 0 0

4 0 1 0

4 0 2 0

4 0 3 0

4 0 4 0

4050.

4060

4100-4199

4110

4120

4130

4 1 4 0

4150

4200-4299

4 2 0 0

4210

4220

4230

B - 8

BUDGET AND FINANCIAL MANAGEMENT

4 0 0 0 - 4 9 9 9

GENERAL FINANCIAL MANAGEMENT

VA Policy Manual--General, Adm.inistrat:ive Fiscal
Policy

Agent Cashier

Personal Funds of Patients

Imprest Fund Cashier

Portfolio Loan Collection Processing (PLACE)

Insurance Collections Policy

Committee on Waivers and Compromises

PAYMENT OF SALARIES

Time and Leave--Employees Subject to Annual
and Sick Leave Act of 1951

Deductions and Recoveries

Payroll Procedures

Retirement

Miscellaneous

VOUCHER AUDITING

General

Examination of Vouchers and Contracts

Various Vouchers and Special Requirements

Related Procedures

MP-4, PT I Chapter 1

MP-4, PT I Chapter 2

MP-4, PT I Chapter 3

MP-4, PT I Chapter 4

MP-4, PT I Chapter 6

MP-4, PT I Chapter 7

MP-4, PT I Chapter 8

MP-4, PT II Chapter 1

MP-4, PT II Chapter 3

MP-4, PT II Chapter  4

MP-4, PT II Chapter 5

MP-4, PT II Chapter  6

MP-4, PT III Chapter 1

MP-4, PT III Chapter  2

MP-4, PT III Chapter 3

MP-4, PT III Chapter  4
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4 5 2 0

4 5 3 0

4 5 4 0

4 5 . 5 0

4 5 6 0

4 5 7 0

4 5 8 0

General Ledger Accounting

Allotment Accounting

Financial Reports and Statements

Accounting Symbolization

Cost Accounting

Supply Fund Accounting

Insurance Fund and Insurance Appropriation
Accounting

MP-4,  PT V Chapte r  2

MP-4,  PT V Chapte r  3

MP-4,  PT V Chapter 4

MP-4,  PT V Chapte r  5

MP-4,  PT V Chapter 6

MP-4,  PT V Chapte r  7

MP-4,  PT V Chapter 8

4 5 9 0

4 6 0 0

Mortgage Loan Accounting

Centralized Accounting System for Construction
Appropriations

MP-4,  PT V Chapter 9

MP-4,  PT V Chapter 10

4 6 1 0 Cash Advances Under Federal Grants and Other
Programs

MP-4,  PT V Chapter 11

4 6 2 0 Centralized Accounting for Local Management MP-4,  PT V Chapter 12

4 6 3 0 CALM Depot System MP-4,  PT V Chapter 13

4 6 4 0 Distribution of Medical Care Cost MP-4,  PT V Chapter 14

,
4 6 5 0

4 6 6 0

4 6 7 0

4 6 7  1

4 6 7 2

PAID Accounting Operations

Benefit Payments Accounting

General Ledger Account Descriptions

Chart of Operating Accounts

Supply Fund--General Ledger Account
Descriptions

MP-4,  PT V Chapter 15

MP-4,  PT V Chapter 16

MP-4,  PT V App. A

MP-4,  PT V APP.  I3

MP-4,  PT V APP.  C

4 6 7 3

4 6 7 4

General Post Fund--General Ledger Accounts MP-4,  PT V

Central Office--General Ledger Accounts and Pro
Forma Entries

MP-4,  PT V

APP.  D

APP.  E
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4910 Error Codes and Messages MP-6,  PT V supp. 5.4
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HUMAN RESOURCES MANAGEMENT

5000-5099 HUMAN  RESOURCES MANAGEMENT

5000 General

5100-5199

5 1 0 0

HUMAN RESOURCES MANAGEMENT -
TITLE 38 EMPLOYEES

General

5101

5 1 0 2

5 103

5104

5 105

5 1 0 6

5107

5 108

5109

5 1 1 0

5111

5112

Administration

Appointments

Pay Administration

Probationary Period

Advancements

Proficiency Rating System

Duty and Leave

Disciplinary and Grievance Procedures

Separations

Physical Requirements

Recruitment and Placement

Overseas Employment of Non-US. Citizens
under Title 38 U.S.C. 4114(a)(l)(A)

5113

5 1 1 4

Outside Professional Activities hlP-5, PT II Chapter 13

Labor-Management Relations IMP-~,  PT II Chapter 14

5000-5999

MP-5, PT II

MP-5, PT II

MP-5, PT II

MP-5, PT II

MP-5, PT II

MP-5, PT II

MP-5, PT II

MP-5, PT II

MP-5, PT II

MP-5, PT II

MP-5, PT II

MP-5, PT II

MP-5, PT II

Cover, Introduction,
Contents

Chapter 1

Chapter  2

Chapter 3

Chapter  4

Chapter 5

Chapter  6

Chapter  7

Chapter  8

Chapter  9

Chapter 10

Chapter 11

Chapter 12

B-13
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5335

5335

5340

5351

5352

5353

5416

5412

5430

5432

545 1

5511

5512

5530

5531

5532

5534

5536

5540

Internal Placement and Promotion

Qualification Standards

Part-time Career Employment Program

Reduction in Force

Reemployment Rights

Restoration to Duty

Training

Executive Development

Performance Management System

Performance Based Actions

Incentive Awards

Position Classification and Position Management

Job Grading Under the Federal Wage System

Pay Rates and Systems (General)

Pay Under the General Schedule System

Federal Wage System

Pay Under Other Systems

Grade and Pay Retention

Performance Management and Recognition
System

MP-5,  PT I

MP-5,  PT I

MP-5,  PT I

MP-5,  PT I

MP-5,  PT I

MP-5,  PT I

MP-5, PT I

MP-5,  PT I

MP-5, PT I

MP-5, PT I

AMP-~,  PT I

MP-5, PT I

MP-5, PT I

MP-5,  PT I

MP-5,  PT I

MP-5,  PT I

MP-5,  PT I

MP-5,  PT I

MP-5,  PT I

APPENDIX B

Chapter 335

Chapter 338

Chapter 340

Chapter 35 1

Chapter 352

Chapter 353

Chapter 410

Chapter 4 12

Chapter 430

Chapter 432

Chapter 45 1

Chapter 5 11

Chapter 5 12

Chapter 530

Chapter 53 1

Chapter 532-l

Chapter 534

Chapter 536

Chapter 540

5550 Pay Administration (General) MP-5,  PT I Chapter 550

5571 Travel for Preemployment Interviews and First
Post of Duty

VP-5, PT I Chapter 57 1

B-15





OCTOBER 21,1993 VA HANDBOOK 6330

5 9 2 0

59704979

5975

5976

5977

59804999

Senior Executive Service

EOCAL  OPPORTUNITY

Equal Opportunity General Provisions

Affirmative Action

Discrimination Complaints

[RESERVED1

MP-5,  PT I

MP-7, PT I

MP-7,  PT I

MP-7,  PT I

APPENDIX B

Chapter 920

Chapter 1

Chapter  2

Chapter  3
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6330 Directives Management MP-1, PT  II Chapters 14, 16

6340 Mltil Management MP- 1, PT II Chapter 6

6400-6499 ADP AND INFORMATION SYSTEMS

6500-6999 IRESERVED
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7200-7299 TRANSPORTATION AND MOTOR
VEHICLES

7238 Motor Equipment Management

7239 Interagency Motor Vehicle Pools

7240 Transportation and Traffic Management

724 1 Transportation Documentation and Audit

7300-7399 UTILIZATION AND DISPOSAL

7342 Property Rehabilitation Services and Facilities

7343 Utilization of Personal Property

7345 Abandonment or Destruction of Personal
Property

7346 Utilization and Disposal of Personal Property
Pursuant to Exchange/Sale Authority

7400-7499 VA ACOUISITION HANDBOOK

7401 VA .Acquisition Handbook System

7302 Definitions of Words and Terms

7303 Improper Business Practices and Personal
Conflicts of Interest

MP-2, PT 108-  Subchapter G
3 8

MP-2, PT 108-  Subchapter G
3 9

MP-2, PT 108-  Subchapter G
4 0

MP-2, PT 108-  Subchapter G
4 1

MP-2, PT 108-  Subchapter H
4 2

MP-2, PT 108-  Subchapter H
4 3

MP-2, PI’  108-  Subchapter H
4 5

MP-2, PT 108-  Subchapter H
4 6

FARIVARR FARIVARR
PART SUBCHAPTER

PT l/801 Subchapter A-
General

PT Z/802 Subchapter A-
General

PT 3/803 Subchapter A-
General
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7415 Contracting By Negotiation PT 15/815

7416 Types of Contracts

7417

7418

7419 Small Business and Small Disadvantaged
Business Concerns

7420 Labor Surplus Area Concerns

742 1 [RESERVED]

7422 Application of Labor Laws to Government
Acquisitions

7423 Environment, Conservation, Occupational Safety, PT 23/823
and Drug-Free Workplace

7424 Protection of Privacy and Freedom of
Information

PT 16/816

Special Contracting Methods PT 17/817

[RESERVED] PT 18/818

PT 19/819

PT 201820

PT 2 l/82 1

PT 22/822

PT 241824

VA HANDBOOK 6330
APPENDIX B

Subchapter C-
Contracting
Methods and
Contract Types

Subchapter C-
Contracting
Methods and
Contract Types

Subchapter C-
Contracting
Methods and
Contract Types

Subchapter C-
Contracting
Methods and
Contract Types

Subchapter D-
Socioeconomic
Programs

Subchapter D-
Socioeconomic
Programs

Subchapter D-
Socioeconomic
Programs

Subchapter D-
Socioeconomic
Programs

Subchapter D-
Socioeconomic
Programs

Subchapter D-
Socioeconomic
Programs

B - 2 3
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7436 Construction and Architect/Engineer Contracts PT 36/836

7437

7438

7439

7440

Sen;ice Contracting PT 371837

Federal Supply Schedule Contracting PT 381838

Acquisition of Information Resources PT 391839

[RESERVED] PT 40/840

7441 [RESERVED] PT 4 l/841

7442 Contract Administration PT 42/842

7443

7444

7445

7446

Contract Modifications PT 431843

Subcontracting Policies and Procedures PT 441844

Government Property PT 45/845

Quality Assurance PT 461846

VA HANDBOOK 6330
APPENDIX B

Subchapter F-
Special Categories
of Contracting

Subchapter F-
Special Categories
of Contracting

Subchapter F-
Special Categories
of Contracting

Subchapter F-
Special Categories
of Contracting

Subchapter F-
Special Categories
of Contracting

Subchapter F-
Special Categories
of Contracting

Subchapter G-
Contract
Management

Subchapter G-
Contract
Management

Subchapter G-
Contract
Management

Subchapter G-
Contract
Management

Subchapter G-
Contract
Management
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7500-7599 CONSTRUCTION.  PRESERVATION. AND
ALTERATION OF STRUCTURES,
GROCNDS, AND UTILITIES

7500

7 5 1 0

General

Construction

7 5 2 0

7 5 3 0

Preservation of Structures, Grounds, and Utilities

Alterations

MP-3,  PT I Chapter 1

MP-3,  PT I Chapter  2

MP-3,  PT I Chapter  3

MP-3,  PT I Chapte r  4

7600-7699 ACQUISITION, MANAGEMENT, AND
DISPOSAL OF REAL PROPERTY

7 6 0 0 General

7 6 1 0 Acquisition of Real Property (Except Leasehold
Interests)

MP-3, PT II Chapter 1

MP-3, PT II Chapte r  2

7 6 2 0

7 6 3 0

7 6 4 0

7 6 5 0

Acquisition of Real Property by Lease and by
Assignment from Other Agencies

Management of VA Real Property

Utilization of VA Real Property

Disposal of VA Real Property

MP-3, PT II Chapter  3

MP-3, PT II Chapter 4

IMP-~,  PT II Chapter  5

MP-3, PT II Chapter 6

7700-7799 S.\FETY,  OCCUPATIONAL HEALTH AND
FIRE PROTECTION

7 7 0 0

7 7 1 0

Policy and Responsibilities

Safety, Occupational Health and Fire Protection
Program

MP-3, PT III Chapter  1

MP-3, PT III Chapte r  2

7 7 2 0 Accident Reports and Safety Awards MP-3, PT III Chapte r  3

FACILITIES (CONSTRUCTION) MANAGEMENT

7500-7999
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LEGISLATIVE AND LEGAL AFFAIRS

8000-8499
8000-8099 LEGAL AFFAIRS

8000 District Counsel’s Manual M-02- I

8100-8199 LEGISLATIVE AFFAIRS

8200-8399 [RESERVED1

8400-8499 APPELLATE POLICY AND PROCEDURES

8400 Board of Veterans Appeals Policy MBVA-1, PT Chapter 3, sec. I
II

8410 Board of Veterans Appeals Hearing Procedures MBVA-1, PT Chapters 5, 10
II

8420 Representation in Appeals to the Board of
Veterans Appeals

MBVA- 1, PT Chapter 4
II

8430 Board of Veterans Appeals Appellate Decision
Preparation and Processing Within the
Professional Service

MBVA-1, PT Chapters 6, 8, 9
II
HBVA -1

8440 Board of Veterans Appeals Administrative
Appeal Development Procedures

MBVA-1, PT Chapter 7, sec. III
II

8450 Field Appellate Procedures Ml-l
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