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CHAPTER 34.  VA UNIFORM STATION NUMBERING

1.  PURPOSE

a.  This chapter provides policies and procedures for assigning uniform station numbers to all VA facilities which require unique identification in automated information systems (AIS).

b.  Station numbers are the official identification numbers for funding and budgetary purposes, and for describing the sphere of authority of an organizational entity designated by the Secretary.  A uniform station numbering system provides a unique identifier for each station and allows for easier association and integration of data among systems.

2.  POLICY

a.  VA station numbers are administered on a centralized basis by the Assistant Secretary for Information Resources Management (AS/IRM).

b.  A three-digit identifier is to be used Department wide for all purposes where a coded station identifier is required.  No other station numbering system is permitted within VA except.

(1)  A four-digit station number will continue to be used on health insurance forms related to Personnel and Accounting Integrated Data (PAID) information until arrangements are made to effect automated payroll office number conversions with the health insurance carriers.

(2)  Where another department, such as the Department of the Treasury, requires a station number of four or more digits, the VA three-digit station number will be preceded by as many zeroes as are needed to comply with the requesting department’s needs.

c.  Once a number has been assigned to a station, that number will not be used to identify another station even if the original even if the original station to which it was assigned is no longer in existence.

d.  VA facilities are generally named after the geographical location where they are situated.  The name of VA facilities in honor of individuals can be done only by congressional mandate or by Executive Order of the President.  Parts of facilities, such as individual building, wings of buildings, patient treatment wards, and auditoriums, may be named in honor of individuals, if approved by the Secretary of Veteran Affairs.

3.  RESPONSIBILITIES

a.  The Assistant Secretary for Information Resources Management (AS/IRM) is responsible for:

(1)  Assigning and deactivating all station numbers.

(2) Verifying and concurring on the official listing of station numbers for publication in the VA Consolidated Address and Territorial Bulletin 1 series.

(3)  Notifying all administration heads, Assistant Secretaries, other key officials and respective station number liaisons, as well as all appropriate project managers, of the assignment or deactivation of station numbers or other significant changes to a station.

b.  Administration heads, Assistant Secretaries, and other key officials are responsible for:

(1)  Ensuring that no new or revised instructions are issued or approved that would result in the development or perpetuation of a station numbering system different from the official VA system, regardless of the expected extent of use.

(2)  Obtaining official approval from the Secretary for the activation, deactivation or change in status of a station prior to submitting a written request to the AS/IRM for a new or revised station number.

(3)  Requesting the assignment of a new station number(s) prior to the allocation of funds for any purpose associated with the new station.

(4)  Promptly notifying the AS/IRM by memorandum of other actions which affect the status of VA stations, such as consolidation or decentralization of medical centers or medical and regional office centers; activation of satellite facilities; consolidation of satellite facilities with independent outpatient clinics; or change in address, district, or region.  This notification will include the date such action will take place, the type of action and what station number(s) will be affected.

c.  The Chief Medical Director, Chief Benefits Director, and Director, National Cemetery System, will designate an individual who will serve as station number liaison on all station number matters affecting proposed changes to their particular field facilities.  The liaison will be responsible for ensuring that the official request is accurate, complete and forwarded to the AS/IRM in the timeframe as specified below.  A copy of the Secretary’s approval of the establishment of a facility should be attached.  Notification of the activation of a station will contain the date the station number will be needed, the type of station and the name and location of the station.  If the name of the station is not known at the time of the request, it will be provided to the AS/IRM as soon as it becomes available.  Notification of the activation or deactivation of a station will be made at least 60 days prior to the beginning of the new fiscal year.  This information is necessary to allow project managers time to incorporate these changes into the appropriate AIS.

d.  The Deputy Assistant Secretary for Administration is responsible for the publication of the official listing of VA station numbers in the VA Consolidated Address and Territorial Bulletin 1 series.

e.  Each project manager of an AIS is responsible for coordinating with the AS/IRM regarding the identification, definition, and use of suffixes within that AIS.

4.  PROCEDURES

The AS/IRM will ensure that the following procedures are used in the assignment or deactivation of station numbers.

a.  A new station number will not be assigned to replacement facilities except when a replacement medical center is built at a location different from the medial center which it replaces.  Such requests will contain a statement specifying that the new building will be situated at a location different than the current site of the medical center which it replaces.  

b.  Several stations may share the same location but be under the leadership of individual directors, such as a data processing center, supply depot and medical center at Hines, Illinois.  In these cases, a separate station number is assigned to each facility.

c.  When a station is closed, the station number will be deactivated and will not be reassigned except as specified below.

(1)  Where a regional office activity and a medical center are combined to form a station, a new number will be assigned in the 400-499 series.  The number will retain the last two digits of the regional office number.   The first digit will be changed from a “3” to a “4”.  If at a later date the two activities are again made separate stations, they will be assigned the numbers which they had prior to the consolidation.

(2)  If two or more stations under the same jurisdiction are consolidated under a single director, one of the numbers already assigned will be used for the entire complex and the other number or numbers will be deactivated.  This determination will be made by the responsible administration head, Assistant Secretary or other key official and specified in the written notification to the AS/IRM.

5.  SUFFIX MODIFIERS

a.  To facilitate the exchange of data between two or more AISs and to maintain consistency, project managers will request a suffix modifier from the AS/IRM whenever it is necessary to uniquely identify:

(1)  A medical center or domiciliary division of a complex station.

(2)  A location separate from the parent station.

(3)  A non-VA establishment for which reports are made by or through a VA station.  The suffix is appended to the number of the VA station which is responsible for reporting data on behalf of the non-VA station.

(4)  Any location which is not a VA station but must be separately identified.  For example, a private medical facility treating VA patients would be identified by using the station number of the VA medical center authorizing treatment and then adding a suffix modifier.

b.  Within a particular reporting structure, a specific suffix modifier will be uniformly applied to identify a specific function.  For example, if a suffix modifier range “BY-B9” is assigned to identify outpatient clinics attached to a medical center, then this suffix modifier range will only be used within this system to identify outpatient clinics attached to any medical center.

c.  Components of medical and regional office centers or medical centers complexes are not stations and will not be identified by separate station numbers.  When the need arises for these components to be uniquely identified, and such identification is not provided for by other means, a suffix modifier will be assigned to the basis station number (for example, Little Rock Division, 598DT and North Little Rock Division, 598A0).

d.  Suffix modifiers will not be routinely used to identify activities of typical stations, such as the Medical Administration activity at a medical center or the Loan Guaranty Division of a regional office.  Operating divisions of this type will be identified by mail routing symbols as provided in MP-1, Part II, Chapter 6, Mail Management and the Mail Routing Symbol Bulletin 2 series unless duplicate activities exist at the same station.  For example, if separate pharmacies are maintained for a medical center and for a satellite facility attached to that medical center, suffix modifiers may be used to uniquely identify these separate activities.

6.  DEFINITIONS

a.  Independent Outpatient Clinic.  An independent outpatient clinic is a full-time, self-contained, freestanding ambulatory care clinic which has no management, program or fiscal relationships to a VA medical center.  Primary and specialty health care services are provided in an outpatient setting.

b.  Parent Station.  A station which has one or more subfacilities under the auspices of its director, such as satellite outpatient clinics attached to medical centers.

c.  Station.  A station is a field installation or group of installations under a single director.  For the purposes of this numbering system.  VA Central Office is a station.  A center or complex of two or more installations under the same director is a single station.  These installations may share the same locations, such as the Regional Office and Insurance Center, Philadelphia, Pennsylvania; or be physically located several miles apart, such as the 10th Street Medical Center and Cold Spring Road Medical Center at Indianapolis, Indiana.  In these cases, a single station number is assigned to the combined facilities.

d.  Station Number.  A station number identifies the station and the station’s functional activity.

e.  Suffix Modifier.  A suffix modifier is an appendage to the station number of up to three positions used to identify substation elements attached to a parent station.
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STATION NUMBER GROUPS

The three digit station number groupings and areas of responsibility for each are as follows:

Number 

Group
Area of Responsibility

000-099
Unassigned

100-199
Central Office

200-299
Data Processing Centers

300-399
Regional Office Activities, Regional Office and Insurance Centers, and Records 

Processing Center

400-499
Medical Center and Regional Office Activities, Combined

500-699
Medical Center and Domiciliary Activities, Separate or Combined

700-799
Miscellaneous (Supply Depots, Marketing Center, Independent Outpatient 

Clinics, CHAMPVA, Inspector General Offices, National Cemetery Area Offices, Canteen Service Field Offices, Prosthetics Center, *National Railroad Retirement Board, *National Personnel Records Center, *Army Reserve Personnel Center)

800-999
National Cemeteries

*These three non-VA activities require station numbers to access the Beneficiary Identification and Records Locator Subsystem (BIRLS).

