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1.01  GENERAL





	This manual contains instructions for the use by Loan Guarantoy personnel in operations related to PLS (Portfolio Loan System).  Other procedures applicable to the system are contained in the following publications:





	a.  Disposition of Output:  RCS VB-1, part I, Revised; and MP-4, part X;





	b.  Data Processing Center Interim Operating Instructions:  MP-6, part XI, supplement No. 5.3 (TEST);





	c.  Collectyion Processing  (PLACE):  MP-4, part I, chapter 6;





	d.  Accounting Operations:  MP-4, part V, chapter 9, section N; and 





	e  Station Control Point Operations:  MP-4, part V, chapter 9,  section P.





1.02  APPLICATION





	a.  Operations under the provisions of this manual commenced on conversion of a station's portfolio loan records to PLS>





	b.  Coding instructions, input procedures, output processing, and correction methods published in this manual must be followed without  deviation.  In the event that system demands cannot be met by reason of circumstances beyond local station control, a written request for approval of a proposed  deviation, containing a complete  statement of all factors related to the question, should be submitted for Central Office (265C) consideration.





	c.  Appendix B contains the user's guide foer PLS input processing under CSE  (code sheet elimination).  In essence, CSE replaces paper code sheetw with input screens featuring on-line edits of the data of this manuial (i.e., definitions, codes, coding notes, required fields) have generally not changed.





1.03  QUALITY OF INPUT-OUTPUT





	a.  The validity of systems output, whether in the form of statistical or accounting reports, listings for sales negotiations, or data for other operating needs, is completely dependent upon the quality of the input submitted by field stations.  It is incumbent upon  each person concerned with portfolio loan operations to become fully knowledgeable of systems requirements as they affect his or her area of activity.  The relationships between the many items of
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data which are prepared for input to the system must be understood if operations are to be successful.  Computer programming provides for the editing of data in all transactions to assure that it meets system requirements.  This does not assure that the data is completely accurate but that it passes the broad requirements of the system.  The accuracy of the data accepted by the system is the responsibility of personnel at all levels of the Loan Guaranty Division.  All must get involved in the search for excellence if the system is tooperate at its full potential.





	b.  The quality of the input to PLS is almost entirely under the control of local station management Eighty percent or more ofall input data is transmitted directly from field stations to the Austin DPC (Data Processing Center)  and into the system via electronic data transmission terminals; the balance travels by mail for keypunching or other preparation at the DPC.  The sources of avoidable human error within each field station include:





	(1)  Coding errors in the Loan  Guarantiy Division or Accounting activity.





	(2)  Submission errors in the Control Point at the station.





	(3)  Typing or transmission errors in the Telecommunications activity.





	c.  Coordination of effort between the divisions is essential for suiccessful handling of input and correction of errors.  It is a responsibility of station and division management to identify patterns of error that may develop and to take corrective measures.





1.04.  CODING RESPONSIBILITY





	The work actions and major occurrences that  require coding or preparation of input in PLS are defined in this manual, but not the precise unit that is to perfom the coding.  Station management will determine the organizational responsibility.  Some divisions will prefer to have all direct loan establishment coding done in the loan processing section , new  vendee account coding done by property management, subsequent changes coded by loan service personnel and all tax and insurance data coded by the T and I (tax and insurance) unit.  In other divisions, input quality will be enhanced by having all PLS input prepared from source documents by a single coding unit.  This coding function can be advantageously assigned to the T and I unit in many instances.  But whether it is on a centralized or decentralized basis, input must be accomplished in a timely manner by trained, responsible individuals with ready access to the source documents.
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1.05  CONTROL





	a.  Responsibility for control of Loan Guaranty input and system output will be assigned to a specific position or unit within each division.  This control unit will review all input, authorize its release and monitor its timely, accurate processing into the system.  The unit will maintain close liaison with the station's Control Point for PLS operations, and will receive output for Loan Guaranty for distribution within the division .  (Control Point procedures are contained in MP-4, pt. V, ch. 9, sec. P.,)  Typical of other responsibilities assigned to the control unit are the following:





	(1)  Clear rejected transactions immediately;





	(2)  Control prompt establishment of  new loans and review initial RPO's (record printouts) for data errors;





	(3)  Control timely processing of address and ownership changes, payoff requests and termin ations; and





	(4)  Correct erroneous data in the system.





	b.  Additionally, if the coding function is centralized in a single unit as described in paragraph 1.04, it may be beneficial to assign responsibility for all coding to the control unit.





1.06  TIMELINESS





	a.  The time standards specified in M26-5, paragraph 3.15j(4), for vendee accounts and in M26-6, paragraph 2.40b, for direct loans, require that all necessary input coding actions be completed and necessary documents delivered to the Finance activity within 10 calendar days after sales closing, so that loan accounts may be fully established in PLS within 17 calendar days after loan closing in the case of repurchased or acquired loans, the time standard similarly requires that Loan Guarantyinpyt coding actions be completed and documents delivered to the Finance activity within 10 calendar days after receipt by VA of the holder's claim for repurchase or statement of the loan account.





	b.  Delayed establishment of portfolio loan accounts is a serious problem because it adversely affects VA relations with veterans and new vendees: decreases the volume of loans available for sale to meet budget requirements; and needlessly adds to station workloads as a result of rejection of collections, accumulation of suspended credits, accrual of inapplicable late charges, generation of inaccurate billing notices and receipt by telephone and letter of numerous questions and complaints.
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