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CHAPTER 1.  WRITTEN COMMUNICATIONS - APPROVAL AUTHORITIES





PURPOSE AND SCOPE.  To provide policy, responsibilities, and guidance on the management of written communications by the Department and to provide authorization for Department officials to approve written communications.  This chapter implements the Secretary’s responsibilities under 38 U.S.C. 210 which states that the Secretary of Veterans Affairs is responsible for “the proper execution of administration of all laws administered by the [Department] and for the control, direction and management of the [Department].”





POLICY





Information will be communicated throughout the Department in the most efficient manner possible and will be handled in the most expeditious and direct manner available.





Written communications are classified as administrative issues or correspondence.





Administrative issues will be used to establish, change, or rescind policies, procedures, and regulations, and manage the operations of the Department.  Regulations can be established, changed or rescinded only by complying with rulemaking requirements, including publications in the Federal Register.  Administrative issues are normally used to pass directions or information from a higher level to a lower level and are usually issued in multiple copies to multiple addresses.  They may be directive or nondirective in nature.





Directives are administrative issues that initiate or govern polices, procedures, actions, or conduct.  They are promulgated as regulations; or issued as policy, administrative, or operations manuals; circulars; interim issues; or numbered memorandums.  They also include precendent opinions and conclusive opinions issued by the General Counsel.  Depending on the content and effect on the public of a directive, promulgation in accordance with notice and comment rulemaking procedures, or publication of notice in the Federal Register, may be required.  See 38 U.S.C. 223.5 U.S.C. 5552(a)(1) 553.





Nondirectives are administered issues that distribute information only and do not contain policy or procedure requirements.  They include pamphlets, multiple-station letters, information bulletins, posters, guides and newsletters.





See VA Directive 6320





The approval authority delegated by this chapter and Appendix A is limited to administrative issues which govern internal VA policy, procedures, practices and management; it does not include authority to approve VA regulations or substantive rules which will govern benefits, rights and responsibilities, or obligations of the public.





Written communications within the scope of their delegated authority are signed by Department officials who have authority over the program areas affected by the directions or guidance being issued.  There are instances when a program official who has no line authority over the recipients of directives can be delegated approval authority for such directives.  Paragraph 5 below, provides guidance on how to accomplish the delegation.
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Line officials will be kept informed whenever communications are issued by program officials because of the impact of policies and procedures on operating elements.  Concurrence by line officials in written communications is required.  If a nonconcurrence is received and cannot be resolved during the review process, the approving official will request final review and approval by the Secretary or Deputy Secretary.





The use of letters, unnumbered teletype messages or other electronic media, information bulletins, spoken word, or any other means of communication with a field facility which would establish, modify, or otherwise change the general instructions or would compromise the legal authority and responsibility of the official having jurisdiction over the field facility is prohibited.





VA Departmentwide directives such as Manuals (MPs), interim issues, and circulars, which are approved and signed by Department officials other than the Secretary or Deputy Secretary, must be clearly within the scope of the signing official’s delegated approval authority, and will contain the line “By Direction of the Secretary of Veterans Affairs” typed above the signature block of the approving official.





Responsibilities





The Secretary of Veterans Affairs will issue regulations, directives, and other written communications that are needed to manage the Department.  The Secretary may delegate authority to issue VA-wide policy and procedures.





Assistant Secretary for Finance and Information Resources Management (AS/F&IRM) will:





Administer a Departmentwide information resources management program which includes management of written communications.





Establish, coordinate, and maintain a directives and correspondence management program and delegations of authority program to ensure the efficient and effective development approval, and distribution of written commmunications.





Recommend to the Secretary Departmentwide plans, policies, procedures, and directives relating to the management of written communications and the delegations of authority program.





Review and make recommendations regarding proposed delegations of authority to approve written communications.





Administration heads, Assistant Secretaries, and other key officials will:





Issue supplements to this chapter, as necessary, affecting line elements under their jurisdiction with the concurrence of the AS/F&IRM.





Review written communications to determine if the communications process is effective and make recommendations for changes as necessary.





Control and monitor the use of the various forms of written communications to ensure that communications under their jurisdiction are issued in the proper medium and conform with Departmentwide policies and procedures.
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	(4)  Operate internal written communications programs within the parameters of the Departmentwide program and ensure that field facility directors issue appropriate instructions to supplement this policy and apply the provisions of this chapter to facility-level written communications.





See VA Directive 6320





APPROVAL AUTHORITIES





Appendix A identifies the approval authorities for each type of written communication.





Delegation of approval authority.





A program official who has no line authority over recipients of a written communication who wishes to request a delegation of authority to approve and sign such written communications, may request a delegation of authority in chapter 6.  The request will identify the specific written communication, the need for such authority, and the benefit anticipated.





Delegation of authority to approve written communications is granted on a case-by-case basis after concurrence by the affected line officials.  Authority will be delegated in writing by the Secretary of Deputy Secretary for written communications for VA-wide application and use, or by the appropriate Department official for written communications for which that official is the approving authority.





If a written delegation of approval authority is granted, the line “By direction of the (title of approving official)” will be typed above the signature block of the official delegated the authority to approve the written communication.
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TYPES OF WRITTEN COMMUNICATIONS AND APPROVING OFFICIALS





TYPE OF WRITTEN COMMUNICATION	APPROVING OFFICIAL


Administrative Issues





Directive





	(1)  VA Regulations (Title 38 Code of Federal	Secretary, Deputy Secretary


Regulations)





	(2)  VA Acquisition Regulations (Title 48	Secretary, Deputy Secretary


Code of Federal Regulations)





	(3)  VA Manuals (MP’s), supplements, Interim	Secretary, Deputy Secretary


Issues, Circulars, and numbered memorandums which


govern the benefits, rights, or responsibilities of 


beneficiaries and other members of the public.





	(4)  Precedent opinions, conclusive opinions.	General Counsel, Deputy General Counsel





Except as indicated in a(3) above and in accordance


with paragraph 2e of the basic chapter:





	(5)  VA Manuals for VA-Wide application.	Assistant Secretary solely responsible for the


		program areas covered by the manual.





	(6)  Supplements to VA-wide manuals for	Administrative Heads, Assistant Secretaries


administrations, offices of Assistant Secretaries, or	or Other Key Officials


other key officials.





	(7)  Interim Issues to VA Manuals	Assistant Secretary that approved and signed the 


		VA Manual





	(8)  VA circulars and their supplements.	Secretary, Deputy Secretary, or Assistant 


		Secretary solely responsible for the program


		areas covered by the circular





	(9)  Numbered memorandums, Office of the	Secretary, Deputy Secretary


Secretary





	(10)  Central Office Operating Instructions (OI-1)	Assistant Secretary solely responsible for their 


		their program area or official designated in OI-1,


		part I, chapter 1.





	(11)  Manuals issued in administrations, offices	Administration Heads, Assistant Secretaries, or


of Assistant Secretaries or other key officials.	Other Key Officials





	(12)  Interim Issues to manuals issued by 	Administration Heads, Assistant Secretaries,


administration heads.  Assistant Secretaries or	or Other Key Officials


other key officials.
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TYPES OF WRITTEN COMMUNICATIONS AND APPROVING OFFICIALS (Continued)





TYPE OF WRITTEN COMMUNICATION	APPROVING OFFICIAL





Circulars or numbered memorandums	Administration Heads, Assistant


issued in administrations, offices of Assistant	Secretaries, or Other Key Officials


Secretaries, or other key officials





	b.  Nondirective





	Information bulletins, training guides, 	Secretary, Deputy Secretary,


program guides, pamphlets, multiple-station	Administration Heads, Assistant


letters, posters, newsletters, or address bulletins	Secretaries, or Other Key Officials





	2.  Correspondence


		Secretary, Deputy Secretary, Assistant


		Secretaries, Other Key Officials, or other 


		officials listed in VA Manual MP-1, Part I,


		chapter 10.





3.  Other Communications





	a.  VA Organizations Manual, M-00-1	Secretary, Deputy Secretary





	b.  Field Appellate Procedures, M1-1	Secretary, Deputy Secretary





	c.  Federal Register notices*	Secretary, Deputy Secretary





	*Exceptions:





	Notices pertaining to Advisory Committees	Committee Management Officer





	Notices concerning only Information Collections	Associate Deputy Assistant Secretary for


		IR Policies and Oversight





	Correction notices or notices of technical 	Federal Register Liaison Officer, Records


amendments to previously published notices	Management Service
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