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Director (00)


All VACO Services and Offices and VA Regional Offices and Centers








Subject:  Reader-Focused Writing Manual and Mandatory Use of RFW





This letter outlines information about the Reader-Focused Writing (RFW) Manual and also details mandatory use of RFW in Veterans Benefits Administration (VBA) documents.





First, this letter will give information about the RFW Manual as follows:


what is it?


what about The Gregg Reference Manual?


when will the RFW Manual be distributed?


who should get it and when?


what does it replace?


what are some key changes?








What Is the RFW Manual?





The RFW Manual is the correspondence manual for VBA.  VBA employees will use information in the RFW Manual to plan, write, and review documents signed by any official in VBA. We believe this is the most thorough plain language manual developed by and for a Federal Government agency.  The RFW Manual covers letters, briefing papers, memos, e-mails, and – to some extent, brochures and regulations.





The RFW Manual was designed and developed by Kleimann Communication Group (KCG) and VBA employees.  As you may know, KCG helped develop all of the RFW courses.








What About the Gregg Reference Manual We Just Received?





Each Central Office (CO) and field element should have recently received at least two copies of The Gregg Reference Manual.  We should use this reference manual if correspondence issues come up that aren’t specifically addressed in the RFW Manual.  If you’re unsure of something, however, please feel free to e-mail or telephone Cheryl Waldow, VBA’s RFW Project Manager, or Wanda Johnson, Director, Executive Review Staff, at (202) 273-6769.
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When Will the RFW Manual Be Distributed?





The RFW Manual should be distributed during the week of July 9.  The manuals will be addressed to each field office’s RFW On-site Instructor (OSI).  (The four Human Resource Centers will receive their manuals from the regional office’s OSI.)  The Chief of Staff’s office will handle CO distribution.  This is a very large nationwide distribution so please ask your OSIs and mailrooms to be aware of this distribution the week of July 9.








Who Should Get the RFW Manual and When?





Employees who’ve already taken the RFW Tools course should get a copy of the RFW Manual as soon as it’s available at your office.  Otherwise, employees should get a copy of the RFW Manual on the last day they take the RFW Tools course.








What Does the RFW Manual Replace?





The RFW Manual replaces the RFW Writers’ Guide.  Please ask your employees to recycle their Writers’ Guides.  Field OSIs and CO RFW Coordinators should recycle any copies that they may have.  The RFW Writers’ Guide no longer applies to VBA documents.








What Are Some of the Key Changes We Need to Know About?





The two most important key changes that we/VBA need to make in our correspondence is in how we plan and write congressionals and briefing papers.  KCG conducted a focus group on Capitol Hill, and based on the results of this focus group recommended changes to VBA in how we plan and write congressionals.  KCG also recommended changes to how we plan and write briefing papers.  I approved these recommendations.








Second, information about mandatory use of RFW follows:


mandatory use of programmed RFW documents


mandatory use of other RFW documents (“from scratch” writing)
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Mandatory Use of Programmed RFW Documents





I’ve asked the five Service Directors, the Chief Financial Officer, and the Human Resources Director to outline a plan for implementing mandatory use of programmed RFW letters (or paragraphs) and the quality review process each will put in place to monitor mandatory use.  We will provide more information on this as soon as the processes are in place.








Mandatory Use of Other RFW Documents





Mandatory use of other RFW documents involves the correspondence or documents that aren’t pre-programmed, i.e. – “from scratch” writing like congressional letters, letters to veterans service organizations, briefing papers, memos, and White House correspondence.





Any document that is prepared on or after August 1, 2001, and is for the signature of any VBA official must use all RFW principles, tools, techniques, and formats as outlined in the RFW Writing Manual.  (Pre-programmed formats used with PCGL, WNRS, etc., will remain the same.)





For those who’ve taken the RFW Tools course, none of this is new except for the two key changes for planning and writing congressionals and briefing papers.  All we’re asking is now that 90 percent of our target audience has been trained – that they use the information that they’ve been taught from the RFW Tools course.








Again, please refer questions to Cheryl Waldow or Wanda Johnson.














							/s/


						Joseph Thompson


						Under Secretary for Benefits





