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Who Should Use the Manuals – and Why?

The VETS Manual Series (VMS), although targeted to be especially useful to the Directors for Veterans’ Employment and Training in each state, also provides program and administrative information that is useful to all VETS staff.

The individual volumes are written and formatted to provide and facilitate access to current job related information and “how to” guidance useful to all VETS employees at the national, regional, and state levels.  The texts, which contain hundreds of hyperlinks to important reference materials and documents located in DOL and other Federal databases, are designed to be accessed primarily via personal computers. Staff members who want or need hard copies of certain materials will be able to download text from them as a continuity folder or desk aid. 

New VETS’ employees, or those promoted into increased positions of responsibility may not have the benefit of entering into a formal training program within the Agency shortly after beginning their new jobs. In the past, work-related information or “how to” guidance to accomplish a specific task was difficult to find.  The VMS is designed to alleviate that problem.

The VMS includes, or eventually will include, either in the text itself or in other documents such as program operations manuals that are hyperlinked to the respective VMS volumes, good sources of current information and/or guidance available to help staff successfully perform VETS’ work related tasks.  The VMS is intended to help VETS staff learn the best answers to questions such as:

How do I …

· Develop an annual travel budget?

· Develop elements and standards for subordinates?

· Make travel reservations?

· Prepare and submit a travel voucher?

· Enter program data into VOPAR or other information management systems?

· Investigate reemployment rights claims?

· Perform grant analyses correctly?

· Hire a veteran? 

· Account for my duty time, leave, et cetera?

· Evaluate, rate and reward subordinates?

· Determine if a state workforce agency is providing priority of service to veterans?

· Respond to an allegation that a Federal agency did not extend preference to a job-seeking veteran?
· Respond to public information and technical assistance requests?

· Deal with safety and health issues?

· Relate to veterans service organizations now that I am a Fed?

· Interact with Congressional staff or elected officials?

· Deal with the media?

Updating and Maintaining the VMS
The various volumes of the Manual Series were originally written and edited by a team of VETS staff collectively referred to as the Hub Team.  These staff members—most of whom work either in State, area or Regional offices of the VETS agency—took on the assignments voluntarily to help improve the capacity of the agency to train new employees and provide easy access to the best available guidance and reference materials for all VETS staff.

Many of the volumes in the Series, particularly the volumes that pertain to grant and compliance program operations, are the products of contributions by teams of program chiefs and staff who are members of the agency’s “expert clusters.”  Program “operations manuals” and/or “technical assistance guides” or similarly labeled guidance materials that may have been produced prior to the existence of the VETS Manual Series have been incorporated into the Series, either as stand alone volumes, or by hyper linking of those documents to the VMS text.
Volumes in the Series that deal with non-programmatic topics, such as human resource management, travel management, and reconciliation of financial records feature hyperlinks to pertinent USDOL and/or other Federal agencies’ guidelines, rules, and reference materials.

When reading VMS volume texts, the reader may notice a faint date stamp watermark in the background.  The main purpose for including such a feature is to help the Hub Team and others responsible for keeping the VMS up to date know that sections of the texts that should have been changed have been changed.  Readers of the texts will also know, when they see a more recent watermark, that the subject matter has been updated to reflect changes that occurred since the original publication of the rest of the volume.

Changes to VMS volumes will be made electronically to the copy posted on the VETS web site by the Office of Administration and Budget staff responsible for maintenance of the site, upon receipt of copies of text changes from the respective staff responsible for updating of the subject matter.
When changes are made to VMS texts, VETS staff will be notified by e-mail and/or by announcements posted on the web site and/or in frequently occurring agency-wide notices such as weekly activity reports. 














































































